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/;/ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace
existing Commonwealth and/or agency policies.

The following HCM training materials are located on the Cardinal website (www.cardinalproject.virginia.gov) under Learning:

« Job Aids on topics across all functional areas

* Functional process and instructional videos

The Cardinal HCM Reports Catalog is located on the Cardinal website under Resources.
This course and all other Cardinal HCM training courses are available on the Cardinal Learning.

The system screenshots included in the Cardinal HCM training courses show system pages and processes that some users

may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction or process
being discussed.

* For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal
website in the Security section under Resources.


http://www.cardinalproject.virginia.gov/

p Course Objectives
/

Understand the overall Payroll Process
Maintain employee Payroll data in Cardinal

Utilize the Single Use Payroll Online Tool (SPOT) to process adjustments

Understand both the State Payroll Operations (SPO) and Agency Payroll responsibilities and timelines

Understand the Payroll Processes (Create, Calculate, and Confirm Pay)



p Course Objectives (continued)
/

Understand off-cycle processing
Understand the post payroll process

Understand the General Ledger and Accounts Payable integrations

Understand the regulatory reporting process and the associated agency requirements



Agenda
b ra

Overview of the Payroll Process
Maintaining Employee Payroll Data
Using the Single Use Payroll Online Tool (SPOT)

Overview of Payroll Processing

Process Payroll — Create Paysheets




Agenda
b ra

Process Payroll — Calculate Pay
Process Payroll — Confirm Pay
Understanding Off-Cycle Processing

Post Payroll Processing

Payroll Costing Process

Periodic Regulatory Processing




} Lesson
y4
‘ Overview of the Payroll Process

This lesson covers the following topics:

« Payroll Overview

« Payroll Processes and Sub processes
« Cardinal HCM Modules

+ Key Payroll Concepts

* Role and key responsibilities of the Payroll Administrator in Cardinal



/’) Payroll Overview
/

Payroll is more than just keying transactions to pay employees. Payroll Administrators must review what has been entered for
accuracy before payroll is calculated. This includes entries that impact gross wages, as well as deductions, taxes, court-
ordered withholdings, etc.

There are reconciliations that are required on a periodic bases (e.g., pay period, monthly, quarterly and annually)
comparing payroll activity to source documents or systems of record.

There are also times that things are approved retroactively which will require adjustments to prior period earnings
and associated deductions.

The Department of Accounts is responsible for the preparation of regulatory information; however, each agency must
reconcile and certify the information prior to such reporting to ensure accuracy.




/;/ Payroll Functional Area and Processes
/

The Payroll functional area enables the calculation of earnings, taxes, and deductions. Payroll includes the following
processes and sub-processes in Cardinal HCM:

* Maintain Employee Data Post Payroll Process
— Maintain Additional Pay — Process Pay Period Tax Payments
— Maintain Employee Deductions — Process Pay Period Non-Tax Payments
— Maintain Employee Garnishment Data
— Maintain Employee Direct Deposits Payroll Costing
— Maintain Employee Taxes — General Ledger Integration
— Accounts Payable Integration

* Using the Single Use Payroll Online Tool (SPOT)
— Enter Payroll adjustments

Periodic Regulatory Reporting

— Approve transactions — Audit and Adjust Employee Balances
— Prepare and File Regulatory Reports
* Process Payroll — Calendar Year End

— Create Paysheets
— Calculate Pay
— Confirm Payroll



}) Cardinal HCM Modules
/

Agency HR
Systems

External Payroll
Inputs

Agency Time
Capture Systems

Agency Absence
Systems

Cardinal HCM

HR Module
Person Data

Cardinal Financials
EX Module

Position Data
Job Data
TL/AM Enrollment

Benefits Module

Employee Benefit

Payroll Module Elections

Paysheets
Pay Calculation
Pay Confirm

Time & Attendance

Absence Module

Absence/Leave
Data

Employee Profiles

GL Module

ChartFields
Journal Entries

AP Module
Suppliers
3 Party Provider/
Garnishment
Payments

PC Module

Project
Accounting




/,) Cardinal HCM Responsibilities and Relationships
/

In Cardinal HCM, HR Administrators, BN Administrators, TL
Administrators, Payroll Administrators and State Payroll Operations (SPO)
work together so that all employees are paid on time and accurately.

Human
Resources (HR)

Position
Person
Job

+

Benefits (BN)

Medical
FSA
Retirement

TPA (TIAA,
FBMC, ICMA-
RC)

+

Time &
Attendance (TA)

Time
Absences
Approval

State Payroll Operations (SPO)

 Defines Operations Calendar
* Runs Payroll Processes
* Runs Year End Processes

[ Accurate
Paycheck

Payroll (PY)

Earnings
Deductions

Taxes

Review
Paychecks
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# Key Payroll Concepts
/

State Payroll Operations (SPO) is responsible for the creation of the Payroll calendar, creation of employee Paysheets
and running of all Payroll processes. Payroll Administrators will be required to process payroll based on the Payroll
Calendar, and do not have the ability to run payroll processing at will nor ad hoc.

The Single-Use Online Payroll Tool (SPOT) is used by agency Payroll Administrators to process adjustments to earnings
and deductions as needed. SPOT transactions must be approved in order to be picked up for payroll processing.

Tax Adjustments will be handled by SPO.

There will be various reports and queries to validate the Time and Labor (T&L) and SPOT Transactions loaded to the
employee Paysheets.

Healthcare Premium Reward will process as an additional pay in Cardinal.
Imputed Life is a deduction with a Deduction Class of taxable benefit.

Virginia College Savings Plan (VCSP) and Virginia State Employee Loan Program (VSELP) are set up as direct deposits
on the employee record.
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W Key Payroll Concepts (continued)
/

State and local taxes and third-party Vendor payments (not processed by SPO) will be processed through Accounts
Payable by the agency, instead of directly from Payroll. Liability accounts will be created for agencies to process
payments from and will need to be reconciled.

Garnishments will be established centrally by SPO. SPO will receive and distribute the garnishment checks to the
agencies. Agencies will be responsible for responding to garnishments and for mailing garnishment checks to appropriate
court/vendor.

Payroll Administrators will use various reports to review, certify, research, and/or update payroll information.

12



/p/ Payroll Administrators Key Role/Responsibilities

Some of the key responsibilities for the role of Payroll Administrator in Cardinal include the following:
» Enter general deductions

« Enter direct deposit information for employees

* Review and enter W-4 tax data

« Enter state and local tax data for tax distribution

* View garnishments information

* Enter SPOT Transactions

* Run and review various reports

Through this course, we will walk you through the key responsibilities based on the processes and sub processes in Cardinal.

( )

L <
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

Qoo -

creates the Operations Calendars for all state agencies.

Agency Payroll Department
Human Resources (HR)

State Payroll Operations (SPO)
Managers

~

Y4

o0 T oON

Which of these actions are performed by HR Administrator:
Hours and Absences

Earnings, Deductions, and Pay

Setup of Position and Job Data

Health and Savings plan enrollment

AN

YA

oo w

. Which of these actions are performed by Payroll Administrator:
Hours and Absences

Earnings, Deductions, and Pay

Setup of Position and Job Data

Health and Savings plan enrollment

AN
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

QaooTo s

Which of these actions are performed by Benefits Administrator:
Hours and Absences

Earnings, Deductions, and Pay

Setup of Position and Job Data

Health and Savings plan enrollment

~

Y4

cooTpw

. Which of these actions are performed by Time and Labor Administrator:
Hours and Absences

Earnings, Deductions, and Pay

Setup of Position and Job Data

Health and Savings plan enrollment

AN
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}j Lesson Summary
/

‘ Overview of Payroll Process

In this lesson, you learned

Payroll Overview

Payroll Processes and Sub processes
Cardinal HCM Modules

Key Payroll Concepts

Role and key responsibilities of the Payroll Administrator in Cardinal

16



} Lesson
y4
‘ Maintain Employee Payroll Data

This lesson covers the following topics:

« Maintain Additional Pay

« Maintain Employee Deductions (Benefits and General)
* Maintain Employee Garnishment Data

« Maintain Employee Direct Deposits

« Maintain Employee Taxes

17
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7 Maintain Additional Pay
/

517
Submt Additiznal 512 £
uw:i;:;z:lf es=—ae  Pay Source =  Apenoy Updates A:;&T::IP":F rera— L
‘,_‘_‘_D.TJTELH"‘ Addtonal Pay I
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-
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Losd Employes
Data Upkaad File

s

515
Update Agency HR "
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*Transactions that affect a large volume of employees can be mass uploaded through the 1.9 Mass HR Data Maintenance business process 18



/@ Additional Pay

Additional pay in Cardinal refers to additional earnings that an employee is paid on a regular, recurring basis in the same
fixed amount each period.

The five most common additional pays are:

« Temporary

* Military supplemental pay

* Healthcare Premium Reward

* Virginia Retirement System (VRS) Contribution Base
* Adjunct pay

Healthcare Premium Reward is created by an inbound interface from the administering vendor (currently Anthem) and the
VRS Contribution base is created automatically by a nightly batch process. Neither of these two additional pays require
agency action.

If the effective date is in a prior period or in the middle of the current period, and a retroactive or partial payment is due:
» The Payroll Administrator will need to calculate the amount due to the employee.

« The Payroll Administrator will enter this into the Single Use Payroll Online Tool (SPOT), so that the calculated retroactive
or partial amount is loaded into the employee pay sheet.

19



}j Additional Pay (continued)
/

In Cardinal, additional pays are effective dated
and are set up and processed at the Employee
Record level.

« Example A: If an employee has multiple
active Employee Records within the same
company, there will be separate additional
pay records in Cardinal.

« Example B: If the employee has multiple
active Employee Records at different
companies, there will be separate additional
pay records in Cardinal (one for each
company).

Example A: Employee has two active Employee Records
within the same company

Empl Rcd 0 =—>
Company
12300
Empl Rcd 1 ———>

Example B: Employee has two active Employee Records at
different companies

. Company
12300 Empl Rcd 0 =——>
Company o R g
23500

Additional
Pay

Additional
Pay

Additional

Pay

Additional
Pay




%/ Additional Pay
/

Additional pays are set up and maintained on
the Create Additional Pay page.

You can access it using the following path:

Navigator > Payroll for North America >
Employee Pay Data USA > Create Additional
Pay

In Cardinal, the HR Administrator will enter
recurring additional pays on this page.

Payroll Administrators have view only access to
these pages.

For a list of earnings codes in Cardinal, see the
job aid titled PY381: Earnings Codes. For
further information on Additional Pay, see the
Job Aid titled HR351 Processing Additional
Pays. Both job aids are located on the Cardinal
Website, in Job Aids under Learning.

Create Additional Pay

Employes Empl ID EmplRecord 0
Additional Pay Find | View Al First ‘' 10f1 '}/ Last
Eamings Code TMP Temporary Pay
Effective Date Find | View Al First ‘4" 10f1 '} Last
Effective Date 12/09/2020
Payment Details Find | ViewAll  First ‘4" 10f1 '} Last
Addl Seq Nbr 1 End Date
Rate Code Reason Productivity Award
Earnings 5125.00
Hours Hourly Rate
Goal Amount &750.00 Goal Balance
Sep Check Nbr Disable Direct Deposit
v/ 0K to Pay Prorate Additional Pay
Applies To Pay Periods
¥| First ¥ Second Third Fourth Fifth
Job Information
Tax Information
Save  ||ah Returnio Search | |[Z]Mofify || ¥ Refresh 5 Update/Display II Include History
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}/ Additional Pay

When viewing the Create Additional Pay
page, you are able to view all information.
Some key fields include:

« Earnings Code - Identifiers denoting
different types of employee earnings that
drive payroll processing (e.g., regular,

overtime, and shift are CIPPS equivalents).

In this example, the Earnings Code is
TMP (Temporary Pay)

+ Effective Date — defaults to the current
system date. Normally this date is the
beginning date of the pay period for when
the additional pay should start. The
amount will not be prorated if the effective
date is within the pay period.

In this example, the pay period is
12/10/2020 — 12/24/2020 the earnings
amount of $125 will process.

Create Additional Pay

Employes Empl ID EmplRecord 0
Additional Pay Find | View Al First '/ 10f1 '}/ Last
Eamings Code TMP Temporary Pay
Effective Date Find | View Al First "/ 10f1 '»' Last
Effective Date 12/09/2020
Payment Details Find | View Al First "4 10of1 ' Last
Addl Seq Nbr 1 End Date
Rate Code Reason Productivity Award
Earnings 5125.00
Hours Hourly Rate
Goal Amount £750.00 Goal Balance
Sep Check Nbr Disable Direct Deposit
/| 0K to Pay Prorate Additional Pay
Applies To Pay Periods
+/| First +/| Second Third Fourth Fifth
Job Information
Tax Information
.|5ave | |[oh Returnto Search ||[] Nofify ||£% Refrash J| Update/Display | | & Include History

22
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V4

7} Additional Pay

End Date - the end date for the pay
period in which the additional pay should
stop. If end date is left blank, the
payment will occur indefinitely.

Goal Amount — the total sum amount to
be paid to the employee. Once the Goal
Amount is reached, the additional pay
will stop.

Goal Balance — this field is
systematically populated. If a goal
amount is entered for the additional pay,
the Goal Balance field automatically
calculates and displays after each pay
cycle with the remaining amount to be
paid to the employee.

Applies to Pay Periods - the specific
pay periods the additional pay is
processed in. (e.g., first pay period of the
month, second pay period of the month)

Create Additional Pay

Employee

Additional Pay

Eamings Code TMP

Effective Date

Effective Date 12/09/2020

Payment Details

Addl Seq Mbr

1

Temporary Pay

Empl ID Empl Record

Find | View All

Find | Wiew All

Find | View All

| Ena Date 0212412021 |

First (4 1 0of1 (b Last

First (4) 10f1 (p) Last

First (4) 10f1 (k) Last

Rate Code Reason Mot Specified
Earnings £125.00
Hours Hourly Rate
Goal Amount Goal Balance
Sep Check Mbr Disable Direct Deposit
OK to Pay Prorate Additional Pay
Applies To Pay Periods
First Second Third Fourth Fifth
Job Information
Tax Information
Create Additional Pay
.= Employee Empl ID Empl Record o
Additional Pay Find | View All First ¢4} 10f1 () Last
Earmnings Code TMP Temporary Pay
Effective Date Find | View All First (4) 1 0f1 () Last
Effective Date 12/09/2020
Payment Details Find | View All First 4 1of1 (») Last

Addl Seq Mbr

1

End Date

Rate Code Reason Mot Specified
Earnings 2125.00
Hours Hourly Rate
I Goal Amount $750.00 I Goal Balance
Sep Check Nbr Disable Direct Deposit
OK to pa, Prorate Additional Pay

Applies To Pay Periods

First Second

Third

Fourth Fitth

Job Information

Tax Information

23




,j Additional Pay — Job Information
/

If the Earnings Code is charged different from the accounting distribution on the Timesheet, Position or Department Default,
you can see the ChartField Details in the Job Information section.

Click on the Edit ChartFields link. The link will open a pop-up window.

MMLWLMJAMW\W“M

Applies To Pay Peniods
B First B second Third Fourth Fifth

Job Information
Employee Type Salared Standard Hours 40,00
Compensation Rate $2 500000000 Frequency Semimonthiy
Default Job Data
Position GIFTAMO

Business Unit 40300 Diept of Wildlife Resources
Department 11000 Administrafion
Job Code 10223 Gen Admin Manager |

Combination Code
GL Pay Type
Shift Mot Applicable

Job Data Override

Position '}
Business Unit a
Department Q
Job Code Q3
Combination Code | Edit Chartﬁelds}
GL Pay Type ‘
. i - Ainnlioa Ta Oau Oasiada
‘Addl Shift | Use Job Shift ChartField Common Component
Help
Tax Information
ChartField Details
Employee ID 00800101100 Search Options
SetiD: 12300 {# speed Types Search
ChartField Detail
Actount Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit Project Ac
520002 @ aQ Q Q Q Q Q = a Q Q
Ok Cencel
W
< >

‘m —
Edit ChartFields



/p/ Maintain Employee Deduction — Benefits and General

523

) Employes Submits General
Banmeht Dedudion?

No=——w Deduction Source Document

— "

Admini=er Evant
Mantenance

= Eeneral Deductian
\EDUFDH I:Im::ummm/

525

Agency Updales
Dedudions*

¥ea

‘

T0
Process P aymll

*Transactions that affect a large volume of employees can be a mass uploaded through the 1.9 Mass HR Data Maintenance business process
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/’) Overview of Benefits and General Deductions
/

In Cardinal, there are two types of deductions:

« Benefit: Deductions that are associated with benefit plans the employee is eligible for and/or has elected (e.qg.,
Retirement, Health Insurance, 457).

» General: Deductions that are not associated with benefits (e.g., charitable, garnishments, union dues, parking).

In Cardinal, the Benefits (BN) Administrator is responsible for maintaining the benefits that impact the benefit deductions.

The Payroll Administrator will be responsible for maintaining general deductions.

26



/;) Benefits Deductions
/

In Cardinal there are 4 benefit programs:

SAL: Salaried Full-time Employee Benefit Program. (Includes Quasi)

SPT: Salaried Part-time Employee (Employee on Leave of Absence required to pay full premiums)
WGE: Wage Employee

SNB: Salaried — No Benefits

When benefit changes are made, there may be retroactive impacts to deductions that need to be addressed.

» The BN Administrator coordinates with the Payroll Administrator to calculate the amount due from the employee.
« The Payroll Administrator enters the amount due into the SPOT, so the calculated retroactive or partial amount is loaded
into the employee pay sheet. SPOT will be covered in Lesson 3 of this course.

When an employee transfers between agencies in the middle of a month, both agencies should review the benefit deductions
taken to determine if any overrides or refunds are necessary. If so, the Agency Payroll Administrator should be notified of the
appropriate SPOT transactions to refund or override the deductions.

. 7\ o .
n W av
' .

.
LA R R R RN R RN RENEEN N

(®EMPLOYEE @

BENEFITS

e {i""‘}}
i~ Y
I
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y Benefit Deductions

The Benefits Enrollment Summary page is where
you can view benefit elections for an employee. To
navigate to the Benefit Enrollment Summary use
the following path:

Navigator > Benefits > Review Employee
Benefits > Current Benefits Summary

» Enter the Empl ID or other search criteria to
locate the employee you want to review.

» Click the Search button.
» Click on the Last Name of the employee.

The Benefit Enrollment Summary page for the
employee displays.

Benefit Enroliment Summary

Employee

Benefit Deduction Summary

Benefits System Benefits Administration

Benefit Program SAL

Benefits Status  Active

Current Enroliments

Plan Type

Medical

Imputed Life

403(b)

Section 457

Flex Spending Medical

Flex Spending Dependent
Care

Flex Spending Admin Fee

Return to Search

Coverage Election

Elect

Elect

Waive

Waive

Elect

Waive

Elect

Previous in List

Salaried Employee Benefit Pgm

Benefit Plan

CHA2

IMPLIF

FLXMED

FLXFEE

Next in List

Description

COVAHAED

IMP LIF

Med FSA

FSA AdmFee

Coverage or
Participation

Self + Child

Salary X 2

Waived

Waived

$500 Pledge

Waived

Benefit Record Number 0

Primary Empl Record 0

Coverage Begin

11/01/2019

12/10/2019

11/01/2019

11/01/2019

11/01/2019

11/01/2019

11/01/2019

28




,} Benefit Deductions — Enrollment Summary Page
/

The eligible benefit elections will also reflect on the employee's paycheck under the Paycheck Deductions tab on the Review
Paycheck page. For more information on deduction codes, see the job aid titled PY381 General and Benefit Deductions
Code located on the Cardinal website, in Job Aids under Learning.

I Benefit Enrollment Summary I [ Benefit Deduction Summary I
Employes 1D Benefit Record Number 0 Paycheck Earnings [ Paycheck Taxes I Paycheck Deductions
Primary Empl Record 0 N
Benefits System  Benefits Administration Empl 1D Name (UM
Bencfit Program  SAL  Salaried Employes Benefit Pgm Company CJS Pay Group TR2 Pay Period End  04/09/2021 Page 3 Line Separate Check
Benefits Status  Active Paycheck Information Paycheck Totals
Current Enroliments Paycheck Status  Calculated Paycheck Option  Check Earnings 2,083.33
Taxes 428.30
Plan Type Coverage Election Benefit Plan  Description govgr.agsi‘or Coverage Begin Issue Date 04/16/2021 Paycheck Number
articipation Off Cycle Reprint Adjustment Corrected Cashed Deductions 629.84
! i Net Pay 1,025.19
Medical Elect ACC3 COVAEQ Single 07/01/2018
Imputed Life Elect IMPLIF IMP LIF Salary X 2 1111072018
¥ Deductions
Section 457 Elect 457P24 457P24 540 Before Tax 1111072018 B Q 180f16 ~| » M | ViewAl
Flex Spending Medical Elect FLXMED Med FSA 5240 Pledge 07/01/2019 Deductiopieraitll ‘ [ Deduction Detgils 2 ‘ { Deduction Details 3| 1I¥
Flex Spending . . Deduction Code Description Class Amount Calculated Base
Dependent Care Waive Waived 07/01/2019
: CVACRE CoVA Care Before-Tax 7150
S gER e Elect VRSMDB VRSMDE 5% of Eamnings 1111012019
P> =t CVACRE CoVA Care Nontaxable Benefit 34350
Group Term Life Elect GTLR GTL Reg 0% of Earnings 1110/2019
IMPLIF Imputed Lifa Taxable Benefit 33.00 100,000.00
Retiree Health Credit Elect RTCRDR RHC Reg 0% of Earnings 1110/2019
Flex Spending Admi DEFCMP 457 Deferred Compensation Before-Tax 40.00
Foy pEnamgACmIn Elact FLXFEE FSAAdmFee 07/01/2018
DEFCMP 457 Deferred Compensation Montaxable Btax Benefit 20.00
[ ] »
| Gzt nin | 7§ FLXMED Medical FSA Before-Tax 10.00
D 0867 173,

29




L

Benefit Deductions — Deduction Summary Page

The Benefit Deduction Summary page provides the Pay Period End date that the Last Deduction was taken. The Last
Deduction is the amount that was taken out for employee benefits. The same amount reflects on the employee’s paycheck

under the Paycheck Deductions tab.

Note: Calculation amounts that appear on the benefit enrollment pages are only the amounts last deducted from Payroll.

[ Benefit Enrollment Summary ‘ [ Benefit Deduction Summary ‘
Employee D Benefit Record Number Paycheck Earnings { Paycheck Taxes I Paycheck Deductions
Primary Empl Record 0 Empl ID Name
Payroll System  Payroll for North America Company CJS Pay Group  TR2 Pay Period End  04/09/2021 Page 3 Line Separate Check
Pay Group TR2  Semimonthly Class (SUNSATOT) Paycheck Infermation Paycheck Totals
Payroll Status ~ Active .
Paycheck Status  Calculated Paycheck Option Check Earnings 2,083.33
L atest Deductions Issue Date  04/16/2021 Paycheck Number Taxes 42830
Off Cycle Reprint Adjustment Corrected Cashed Deductions 629.84
o) Coverage Last .
Plan Type | BenefitPlan  Dedn Code Description Class Base Deduction Pay Period End Net Pay 1,025.19
10 ACC3 CVACRE COVACARE Before-Tax 71.50| 04/09/2021
¥ Deductions
Nontaxable = 1-8 of 16 » M| ViewAl
Benefit 343.50 | 04/09/2021 7 Q © h lew
Deduction Details 1 l I Deduction Details 2 } { Deduction Dabilg 3 I 113
23 IMPLIF IMPLIF Imp Life Taxable Benefit 100000.00 33.00 | 04/09/2021
Deduction Code Description Class Amount Calculated Base
49 457P24 DEFCMP Def Comp Before-Tax 40.00| 04/09/2021
CVACRE CoVA Care Before-Tax 7150
Nontaxable
Btax Benefit 20.00| 04/09/2021 CVACRE CoVA Care Nontaxable Benefit 34350
G0 FLXMED FLXMED Med FSA Before-Tax 10.00 | 04/09/2021 IMPLIF Imputed Life Taxable Benefit 33.00 100,000.00
DEFCMP 457 Deferred Compensation Before-Tax 40.00
70 VRSMDB VRSRET Retmt DB Before-Tax 2173.46 108.67 | 04/09/2021
T e e e e S = M‘F-n-q DEFCMP 457 Deferred Gompensation Nontaxabls Blax Bensfi 2000
FLXMED Medical FSA Before-Tax 10.00
eyl et SxfareE s e pear 173
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y Benefit Deductions - Health Enrollment
Y4

This is an example of the Health Benefits page Health Benefits

that shows the employee elections and the Fmploye o Benefit Record Number 0
review paycheck page that shows the deduction Flan Type a
based on those elections. PlanType 10 Medical

Coverage Q|

YOU Can naVIQate tO the Health Beneflts page Coverage Begin Date  11/01/2019 K Deduction Begin Date  10/25/2019 kS
using the following path:
® Elect Waive Terminate [t} Election Date  (5/15/2020
Navigator > Benefits > Enroll in Benefits > Benefit Program _ SalBenfrgm
H eal t h B e n ef i tS cnii:::tc:adz ;:HAZ :::.’f::::&wr + Exp Den Option Code 11
Health Providerd  — Frevio usly Seen

Notice that the Benefit plan, when processed in —

Enroll All Dependents

Payroll, creates a deduction at the employee and e
employer level based on the deduction class.

Paycheck Earnings H Paycheck Taxes H Paycheck Deductions
Empl ID Name
h_ I Company UMW Pay Group SM1 Pay Period End  12/09/2019 Page 33 Line 15 Separate Check
In t IS eXa p e' Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Option  Check Eamnings 1,875.00
Issue Date  12/16/2019 Paycheck Number Taxes 404 21
° 57 50 B f _T I off Cycle Reprint Adjustment Corrected Cashed Deductions 92.93
$57. efore-Tax (employee
Net Pay 1,377.86
. 614.50 is Nontaxable B fit (empl
$614.50 is Nontaxable Benefit (employer
~ Deductions
B Q 1-5 of 5[] | View Al

Note: Employees receiving the healthcare Deduction Detaita 1 || Deduction Detgis 2 || Decucton Detaiza | i
premium reWardS have the Taxable PRW Deduction Code Description Class Amount Calculated Base

Additional Pay and a Before-Tax Healthcare — B o e
DedUCtion in the fu” amount' IMPLIF Imputed Life Taxable Benefit 2.00 90,000.00

St A

Ny

N
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Life

Salaried employee’s life insurance is setup on two
different election pages.

» Imputed Life is setup on the Life and AD/D
Benefits page.

You can navigate to the Life and AD/D
Benefits page using the following path:

Navigator > Benefits > Enroll in Benefits >
Life and AD/D Benefits

« Group Term Life is setup on the Savings Plans
page.

You can navigate to the Savings Plans page
using the following path:

Navigator > Benefits > Enroll in Benefits >
Savings Plans

An employee's paycheck will show the deductions
located under the Paycheck Deductions tab,
Deductions Details tab on the Review Paycheck

page.

4/ Benefit Deduction - Life and AD/D Benefits & Group Term
/

Life and AD/D Benefits

Employes D Benefit Record Number 0
Plan Type Q | 1o0f1 v I View Al
Plan Type 23 Imputed Life
Coverage Q | 10f1 v | View All

Coverage Begin Date  1110/2019 Deduction Begin Date  11/10/2019

Coverage Election
Elect

Waive Terminate W

Election Date  08/04/2020

Benefit Program ~ SalBenProm

Benefit Plan  IMPLIF Imputed Life Insurance Income

Option Code 1
Coverage Options

Flat Amount

P I I e AN W I I e WPRNY

Savings Plans

—— Employee 1D Benefit Record Number 0

Highly Compensated
Plan Type Q 1of1 w View All

Plan Type 49 Section 457
Coverage Q of 1 Wiew Al
- w
Coverage Begin Date  11/10/2019 Deduction Begin Date  11/10/2019
Coverage Election
Elect Waive Terminate K

Election Date 07/14/2020

Benefit Program SAL SalBenPrgm

Benefit Plan  457P24 457 Plan 24 pay period EE

Option Code 5
Eefore Tax Investment After Tax Investment

Flat Amount 125.00= Flat Amount

Percent of Eamnings Percent of Earnings

Annual Excess Credits

R T T R N N T N e N N N
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In Cardinal there are three savings
plans:

46 — 403(b)

49 — Section 457

4W - VRS Hb Vol Defined Contribution

Six Retirement Plans:

70 — Employee Retirement
7V — Hybrid Retirement
7W — Group Term Life

7X - Retiree Health Credit
7Y —VSDP LTD

7Z — Hybrid Mandatory DC

This is an example of an employee
with Savings Plan 49 (Section 457)
and the associated view on the
Review Paycheck page, Paycheck
Deductions tab.

Note: The Benefit plan, when
processed in Payroll, creates a
deduction at the employee and
employer level based on the deduction
class.

/,j Benefits Deduction - Savings Plans

Savings Plans

Employee
Highly Compensated

Benefit Record Number 0

Plan Type Qo 10f1 I View All
Plan Type 49 Section 457
Coverage (o | 1 of 1 I View All
e Y
Coverage Begin Date 11/10/2019 Deduction Begin Date 11/10/2019
Coverage Election
~
. s -
= Elect Waive Terminate Election Date  07/14/2020
Benefit Program SAL SalBenPrgm
Benefit Plan 457P24 457 Plan 24 pay period EE
Option Code 5
Befofe Tax Investment pfter Tax Investment
Flat Amount 20 005 Flat Amount
Percent o Earnlngs Percent of Earnings
Annual Excess Credits
Assign All Beneficiaries Payroll Status  Active
New Window | Help | Personalize Page]
Paycheck Earnings ‘ ‘ Paycheck Taxes ‘ ‘ Paycheck Deductions
Empl ID Name
Company CJS Pay Group TR2 Pay Period End  04/09/2021 Page 3 Line & Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Calculated Paycheck Optiorfl Check Earnings 2,083.33
Issue Date  04/16/2021 Paycheck Numbe, Taxes 360.44
off Cycle Reprint Adjustment Correffted Cashed Deductions 701.73
Net Pay 1,021.16
~ Deductions
5 Q 1-12 of 12[v] | Views
a |
Benefit Payback Refund
Deduction Code  Description Class Amount Calculated Base  Plan Rt Plan Type Not Taken Reason AR Armoing AP Status
CVAGRE CoVA Gare Before-Tax 153.50 ACC4 0 Medical
CVACRE CoVA Care Nontaxable Benefit 614.50 ACC4 0 Medical
IMPLIF Imputed Life: Taxable Benefit 11.50 100,000.00 IMPLIF o Imputed Life
w—
457 Deferred
DEFCMP Compensation Before-Tax 20.00 457P24 0 Section 457
DEFGMP 457 Deferred Nontaxable Btax 10,00 457P24 o Section 457
VRSRET Employes Retirement DB | Before-Tax 97.35 1,946.92 VRSMDB 0 Emeo s SSines
VRSRET Employee Retirement DB Nontaxable Benefit 261.62 1,946.92 VRSMDB 0 Employes Retirement
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@ General Deductions
J

In Cardinal, the following are classified as general deductions:

*  Minnesota Optional Life Insurance*

*  Supplemental Insurance (FBMC)*

* Administrative fee charged by FBMC and the Department of Accounts (DOA)*
« Combined Virginia Campaign (CVC)*

»  Purchase of Prior Service (PPS)

« Parking Fees

The general deductions for Minnesota Optional Life, Supplemental Insurance, the Admin Fee for Supplemental Insurance and
the CVC deduction are set up by inbound interfaces* from the vendors.

In Cardinal, agencies have the option to use mass update processes for general deductions when a large volume of data
changes are required. The mass update process can reduce online data entry and should be used on an infrequent basis.

To initiate the mass update, the agency populates the spreadsheet template with the data changes and submits the request to
SPO for review, approval, and processing.

See the job aid titled HR351 Mass Upload for more information. The job aid is located on the Cardinal website, in Job Aids
under Learning.
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}) General Deductions (continued)
/

In Cardinal, general deductions are effective Example A: Employee has two jobs within the same company

dated and are set up at the company level. This

means that each company has one general
Example B: Employee has two jobs within two different companies

deduction record for an employee.
. Company Empl Red 0 S General
12300 Deductions

Company General
a
23500  [ERSUUEEACEES Deductions

Empl Rcd 0 =—0—01__

Company ~ General
12300 Deductions

Empl Rcd 1 ——

General deductions can be deducted pre and post
tax and are derived from the General Deduction
or Garnishment tables in Cardinal. Garnishments
will be covered later in this lesson.

« Example A: If an employee has multiple job
records within the same company, there will
be one General Deduction in Cardinal. You
can specify which job the general deduction is
for by primary paygroup.

« Example B: If the employee has multiple job
records at different companies, there will be
separate general deduction records in
Cardinal (one for each company). In this
situation, the employee can have different
deductions for each job.
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» General Deductions - Payroll Administrator
/

Payroll Administrators will manually update the employee’s general deduction when:

« Source documents are received

* A new general deduction needs to be created
» A general deduction needs to be updated

» A general deduction needs to be stopped

If the effective date is in a prior period or in the middle of the current period, and a retroactive or partial payment is due:
* The Payroll Administrator will need to calculate the amount due from the employee.
« The Payroll Administrator will enter this into the SPOT so that the calculated retroactive or partial amount is loaded into

the employee pay sheet. SPOT will be covered in Lesson 3 of this course.

Payroll Administrators enter an end date for the general deduction to stop the processing of a general deduction when
appropriate.

For employee transfers, the employee’s general deductions with the old company will need to be stopped manually by the
agency. The new company must establish general deductions for the general deductions to be processed by payroll.




i/ Creating and Updating General Deductions
/

When you need to setup or update an berson D
general deduction for an employee, use o
the Create General Deductions page. Company - GiF  Dept of Widife Senices
You can navigate to this page using the 2 o1 ———
. i b /
foIIowmg path: General Deduction o 1ew
. . + -
Navigator > Payroll for North America *Deduction Code |AGYMSC Q| agoncy Miscalaneoss
> Employee Pay Data USA >
Deductions > Create General S Q| o1 NS
. b \
Deductions eduction Uetails few
_ +) -
When you need to create, update, or stop *Effective Date \nzmerzuzn X | Take on all Paygroups
a general deduction, use the job aid titled Ded stopped by Self Serv User
. . *Calculation Routing | Default to Deduction Tabl W
PY381 Creating, Updating, and ety Tedteon Tene
Stopping General Deductions located Deduction End Date Deduction Rate or %
on the Cardl‘nal website, in Job Aids Loan nferest % Flat/Add! Amount —
under Learning.
Goal Amount Current Goal Balance
We will review some key fields on this
page. This data was last updated by Data last updated on
| Save || Retumn to Search | | Notily || Refresh | Update/Display | Include History |
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The Effective Date defaults to the current
system date. Normally this date is the
beginning date of the pay period for when the
general deduction should start.

Note: For general deductions, the amount will
not be prorated if the effective date is within
the pay period.

The Calculation Routine field has several
options available in the drop-down menu,
however in Cardinal, we only use the following
two:

. Default to Deduction Table
. Flat Amount

%/ Creating and Updating General Deductions (continued)

Create General Deductions

Company CJS  Dept of Criminal Justica Sves

General Deduction

*Deduction Code |AGYMSC

Deduction Details

Person 1D

Q 10f1 v

Q Agency Miscellaneous

Q 10f1 v

“Effective Date |04/10/2021 Take on all Paygroups
Ded stopped by Self Serv User
*Calculation Routine | Default to Daduction Table v
Deduction End Date Deduction Rate or %

Loan Interest %

Goal Amount

This data was last updated by

Save ‘ Return to Search | Previous in List

Flat/Addl Amount

Current Goal Balance

Data last updated on

Nextin List |‘ Notify |‘ Refresh |

Update/Display

Include History |

[ View Al

| -

| View Al

+-
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4/ General Deductions - Take on all Paygroups

Take on all Paygroups — If checked, the deduction will process for all paygroups the employee has when payroll is processed.

If unchecked, the deduction will process only on the primary paygroup.

This field looks at the Update Payroll Options page to determine which is the Primary PayGroup. To navigate to the Update

Payroll Options page, use the following path:

Navigator > Payroll for North America > Employee Pay Data USA > Update Payroll Options

Create General Deductions

Payroll Options 1 Payroll Options 2

ID 00800126700 Company GIF

Person ID
Company GIF Dept of wildlife Services
General Deduction Q | 10f1[¥] | View Al
_ + -
*Deduction Code |AGYMSC Q Agency Miscellaneous
Deduction Details Q | 10f1 I View Al
| | + -
“Effective Date |12/09/2020 M Take on all Paygroups 1
“Galculation Routine | Flat Amount Ded stopped by Self Serv User
Deduction End Date Deduction Rate or %

Loan Interest % FlatAddl Amount 15.00

Goal Amount Current Goal Balance

This data was last updated by Data last updated on

I Save || Return to Search H Notify H Refresh Update/Display

Include History

1
-] Primary PayGroup |SM1 Q I

Paycheck Location Option

®Home Department Location
OJob Location
O Other Location

Other Location Information

setID Q Location Code Q

Mail Drop ID

Paycheck Name

Deductions Taken

*Deductions Taken | No Override v Deduction Subset ID Q

| Save ‘ Return to Search Notify Refresh Update/Display

Payroll Options 1 | Payroll Options 2

Include History
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;j Stopping Deductions - Automatically
/

General Deductions can be stopped automatically or manually:

Automatically

If a deduction is entered and set up with a Goal Amount, it will stop once the Goal Amount has been reached.
Note: The Current Goal Balance field will show the balance of what has already been processed.

Deduction Details Q 1of1[+] View All
| -
*Effective Date | 11/10/2019 M Take on all Paygroups
*Calculation Routine | Default to Deduction Table v Ded stopped by Self Serv User
Deduction End Date Deduction Rate or %
Loan Interest % Flat/Addl Amount 50.00
Goal Amount 500.00 Current Goal Balance 350.00
This data was last updated by Data last updated on

If a deduction is entered and set up with an End Date, the deduction will stop on the end date.

M.MMJWWMWMHWMWWﬂW\ PN

Deduction Details Q 10f1]v] View All
| + -
*Effective Date | 11/10/2019 M Take on all Paygroups
. N ) . Ded stopped by Self Serv User
Calculation Routine | Default to Deduction Table v ppechy
Deduction End Date | 02/09/2021 Deduction Rate or %
Loan Interest % Flat/Addl Amount 50.00
Goal Amount Current Goal Balance
This data was last updated by Data last updated on
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;j Stopping Deductions - Manually
/

In order to stop a general deduction manually, you will need to insert a new effective dated row in the Deduction Details
section and add the Deduction End Date or the Goal Amount.

In this example, a new effective dated row was added and the Deduction End Date was entered as 08/25/2021.

i ﬂmﬁn«mmw"—h -
. eral Battigtion=" N et N e N T - TNV

w Al
+ -
“Deduction Code [ASSOCH Q| pccociation 1
Deduction Details Q | 1o0f2 v » M | ViewAl
|| -
“Effective Date |06/10/2021 Take on all Paygroups
Ded stopped by Self Serv User
*Calculation Routine | Flat Amount "
Deduction End Date |08/25/2021 Deduction Rate or %
Loan Interest % Flat/Addl Amount 350.00
Goal Amount Current Goal Balance

This data was last updated by Online User Data last updated on  07/28/2021




#/ Key Points about General Deductions
/

Below are some key points about general deductions in Cardinal:

Cardinal does not prorate deductions, therefore if a deduction starts or ends in the middle of the pay period, the entire
amount is deducted.

If the effective date for the deduction is prior to the current pay period, a retroactive calculation will need to be done and
the retroactive amount processed through SPOT.

If an agency uses the same general deduction code for more than one general deduction, the agency is responsible for
documenting and tracking those deductions.

For example, an agency may use a deduction code of ASSOC1 - Association 1 to track contributions to a Flower Fund
and to capture an Association Fee. The agency will need to keep track of the separate amounts included in the overall

ASSOC1 deduction.
i’ '

-

o
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

Y4
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/’) Garnishment Process
/

532
531 Agency Submits 53.3
Agency Receives Is Deblor an Ye Garnishment ,| SPO Receives
Garnishment Order, Active Employee? Document to SPO Garnishment Order
from Agency
Nf
5312
Agency
Garnishment
Order
5311
Agencies Manage/
Distribute
Garnishments as
Directed by Order
AP . 70 539
i rocess Agency Reviews
Integraiion
g Payroll and Verifies
Garnishment Daia

Yes

534

535
SPO Updates
Garnishment Spec Data

53.6

Garnishment Spec Data

53.7
SPO Adds Garnishment
Deduction on Create
General Deduction Page
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y Maintain Garnishment Data
/

Garnishments are a legal or equitable procedure through which some portion of the earnings of any individual are required to
be withheld for payment of a debt.

When an agency receives a garnishment, they will determine if the order is for one of their employees:

« If the debtor’s status is Not Found or is ‘Inactive’, the agency needs to respond to the order.
» If the debtor’s status is determined to be ‘Active’, the agency forwards the order to SPO for set up.

Entering garnishments is a two-step process in Cardinal and will be the responsibility of SPO:

» Define Garnishment Spec pages
* Create Garnishment general deductions for:

« GARN - a placeholder for the garnishment amount to be determined by the Garnishment Spec data pages. If an
employee has multiple garnishments, there will only be one general deduction record of GARN (actual garnishment
deduction)

 GRNFEE - for child support fees

«  GRNFE2 - for other garnishment processing fees

DEBT



V4

/;) Maintain Garnishment Data - Employee Search by Social
Security Number

Utilize the Employee Search Match to find if an employee is known to Cardinal by using the employee Social Security

number.

To navigate to the Employee Search Match use the following path:

Navigator > Workforce Administration > Personal Information > Search for People

< Cardinal Homepage Search Criteria

Search Criteria

Search Result Rule ®

User Default

Search Criteria @

Search Fields

Search Type Person

Search Parameter PSRS_HIRE

Search Result Code | PSRS_HIRE Q ‘

Ad Hoc Search

Prepare For Hire

Prepare For Hire

Search

Value

Clear All H

Carry ID reset

National Id

Q

Search by Order Number ®

Search Order

10

Description

NID Only

Selective Search

For more information on garnishments see the job aid titled PY381: Reviewing Garnishment Setup in Cardinal located
on the Cardinal website in Job Aids under Learning.
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@ Maintain Garnishment Data — Key Concepts
/

The original writ, should be maintained by the agency. A copy of the writ must be submitted to SPO; this includes any
cancellations or changes to existing orders.

Once the garnishment is setup, SPO will notify the agency that the garnishment setup was completed. The Payroll
Administrator should review the Garnishment Spec pages for accuracy and work with SPO if any corrections are needed.

The Payroll Administrators should also review the employee paycheck to confirm the garnishment has processed and is
accurate based on the order that was sent to the agency.

Supplier-information will be maintained on the Vendor table in the Cardinal Financials database and published to Cardinal
Payroll via the HCM sync.

A W-9 will not be required for garnishment suppliers as they are set up with the HCM supplier type.
SPO receives all garnishment payment checks and distribute these payments to the appropriate agency.

The agency will review, reconcile, and send the payment to the appropriate suppliers (vendors) based on the order.
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}j Maintain Garnishments
Y4

Garnishments are set up at the company level. This means each company has one garnishment record for an employee. If
an employee has multiple garnishments there is still only one garnishment general deduction (GARN).

Example A: Employee has two jobs within the same company

Empl Red 0 ———

12300
Empl Rcd 1 —

Example B: Employee has two jobs within two different companies

¢ Company Empl Rcd 0 —> Ber il

12300

Company Empl Rcd 1 —>  BEEINIEInIENI:
23500
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4/ Maintain Garnishments

In Cardinal, there are seven (7) garnishment pages to review.* Since garnishments vary greatly based on the type and the
specific information contained in the order, it is important that you review all the pages appropriately.

To review a garnishment, navigate to the Create Garnishments page using the following path:

Navigator > Payroll for North America > Employee Pay Data USA > Deductions > Create Garnishments

For more information on garnishments see the job aid titled PY381 Reviewing Garnishment Setup in Cardinal.

| Garnishment Spec Data 1 ‘ | Garnishment Spec Data 2 | ‘ Garnishment Spec Data 3 | | Gamishment Spec Data 4 | b
Person ID
Company UMW University of Mary Washingfon
Garnishments Qo 10f 1 I View Al
Garnishment 1D Status Gamishment Request Received
Received On Respond By
Date Hours Minutes Date Hours Minutes
Gamishment Type Wit of Garnishment Support Type Current Order
Court Document 1D 1 Court Document 1D 2
Court Name
Remarks (5]

Save Retum to Search | | Previous in List | | Nextin List | | Notify | Update/Display Include History

Garnishment Spec Data 1 | Gamishment Spec Data 2 | Gamishment Spec Dafa 3 Garnishment Spec Data 4 | Garmnishment Spec Data 5 | Gamishment Spec Data 6 |

Garnishment Spec Data 7
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

~

Y4

AN

YA

1. Additional pays are set up in Cardinal by the:

a. Payroll Administrator

b. Benefits Administrator

c. HR Administrator

d. Absence Management Administrator

2. The Payroll Administrator is responsible for setting up which type of Deductions:
a. Benefit Deductions

b. General Deductions

c. Both Benefit and General Deductions

3. True or False. Agencies will enter their own garnishment deductions in Cardinal.

AN
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#/ Maintain Employee Direct Deposits
/

545
Agency Notifies

Employee of
Incomplete
Request

Is Change related to
COVA Pay Card or
VSELP*?

Incomplete

5486
Completep| Agency Updates [
Direct Deposit

Request Status

543
Agency Receives and

o 542 Reviews Forms to Set
Employee Up Direct Deposits r'y
Completes
(5] > Appropriate Form COVA Izay Card e
and Submits

Does Employee Elec
to Use Employee Self-

54.4
SPO Obtains/

Service >
Communicates COV. 54 10
Pay Card Banking SPO Nohﬁes Agem;y to
547 Information Obtain New Banking
Direct Information
> Deposit <
Yes Prenote Sent
{ to Bank**
54.1
Employee Enters
Direct Deposit in
Employee Self- A odE S
Service a ends 3
N Notification of >-Ye Yes—p| IESEOLIPISES SPO Deactivates
Change? Bank Account Direct Deposit the Direct I:_)eposrt
Number? Account Deduction

A

=
(=]

*VSELP is the Virginia State Employee Loan Program
**Excludes VSELP



@ Maintain Employee Direct Deposit Overview
/

Direct Deposit is a distribution of net pay and is only available after Confirmation of the paycheck calculation (gross-taxes-
deductions).

In Cardinal, employees will have the ability to enter and update direct deposit elections using Employee Self-Service
(ESS). Exclusions apply to Virginia State Employee Loan Program (VSELP) and the set up of the COVA Pay Card. Even
though employees are able to update direct deposit through ESS, in some cases they will still need to contact their Payroll
Administrator to make changes on their behalf.

An employee’s pay can be deposited in the following ways:

» Directly into checking or savings accounts as identified by the employee.

* Onto a COVA Pay Card.

» Distributed to Virginia College Savings Plan or applied to Virginia Credit Union loan payments.

For the following types of distributions, the below actions must be completed by a Payroll Administrator:

« COVA Pay Card — initial setup only. Once setup employees can maintain in ESS.
« Virginia State Employee Loan Program (VSELP) — initial setup and maintenance.

Direct Deposit setup is specific to the employee rather than the job. When an employee transfers to a new agency, the
current direct deposit will remain in effect whether the employee provides the new agency with an Employee Direct Deposit
Authorization form or updates in the ESS.



}) Maintain Employee Direct Deposit
7

In Cardinal, direct deposits are setup at the _ : -~
employee level. Regardless of how many jobs an Example A: Employee has two jobs within the same company

employee has in the same company or different
companies, there is only one direct deposit record.

EmplRcd 0 =———
Company Direct
12300 Deposit
Record
Empl Rcd 1 —

Example B: Employee has two jobs at two different companies

. EmplRcd 0 ——
12300 Direct

Direct deposit is a requirement of employment at
the Commonwealth of Virginia. Direct deposit of
payroll earnings allows employees to have their
pay electronically deposited to their checking
accounts, saving accounts, or a debit/pay card
that accepts electronic deposits.

Employees are required to complete the
Employee Direct Deposit Authorization form and
submit to it their Payroll Administrator. This form
should be kept on file at the agency.

If the employee transfers to another agency, a
new form will need to be completed for that
agency; however, the current direct deposit will
remain in effect whether the employee provides
the new agency with the form.

Deposit

T Record
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},) Maintain Employee Direct Deposit — Prenotification
Process

Cardinal will prenote new banking information. Prenoting is the process of validating the account and routing number

combinations to verify they are accurate. This process will take one pay cycle, during which the employee may receive a
check.

If the Prenotification Required checkbox is unchecked, the account changes will not go through the Prenotification process,
and the employee direct deposit will go into effect immediately.

If changes are made to the account or routing number for the balance of net pay account, a paper check will be
generated until the direct deposit setup or change is prenoted.

If changes are made to the account or routing number for fixed amount or percentage account(s), then the amount will
be included in the balance of net pay account, until the direct deposit setup or change is prenoted.
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,/ Maintain Employee Direct Deposit — SPO Responsibilities
/

SPO will obtain the employee’s COVA Paycard account information and send to the agencies for entering and updating
the direct deposit in Cardinal. The Payroll Administrator will enter the routing and account information in Cardinal.

Truist bank will send SPO a Notification of Change (NOC) Report daily for those accounts where money cannot be
deposited into an employee's account (e.g., an invalid account number, change in bank routing number).

* When the bank information is rejected:
- SPO will obtain the correct banking information and update the account information.

- If correct account information is not obtained, SPO deactivates the distribution. SPO will notify the employing
agency that the distribution has been deactivated and request new banking information.
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7 Maintain Employee Direct Deposits - Setting Priorities
/

Cardinal uses the Priority to determine what order to distribute the employee’s deposit accounts. If an employee’s pay is not
enough to cover all direct deposit accounts, the accounts will be distributed according to the value assigned in the Priority
field.

When an employee has multiple direct deposit accounts in place, each direct deposit account must be assigned a priority.
» The lower the number, the higher the priority (1 would be the first account to be distributed, 2 would be the next and so on)

« 999 indicates the account to receive the balance of net pay; there should always be a Priority 999 row
* When setting priorities, follow the guidelines below based on the type of account:
» VSELP Loans should always have the highest priority (1)

» All other accounts follow based on designation provided by the employee
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" Direct Deposit

When employees needs to add or update

direct deposit information, they can use ESS, or
complete and submit the Direct Deposit
Authorization form to the Payroll
Administrator.

To enter or update employee direct
deposit information, access the Request Direct
Deposit page using the following path:

Navigator > Payroll for North America
> Employee Pay Data USA > Request
Direct Deposit

Employees are limited to a total of 10 direct
deposit distributions. If the employee is enrolled
in the VCSP, the setup of each child’s account is
considered a separate direct deposit
distribution.

» Maintain Employee Direct Deposit - Entering/Updating a

Request Direct Deposit

Deposit Information &

“Effective Date | 11/102019 [

Person ID

qQ | 10f1 v

*Status | Active A

Suppress DDP Advice Print

Distribution Information

Your Bank Information (7

Country Code |USA Q

Bank ID | 251082615

Add New Bank

United States

Q

Bank Name VIRGIMNIA CREDIT UNION INC.

Address 123 \irginia Rd
Richmond
VA 23219

O International ACH Bank Account

Distribution (7
*Account Type | Checking
Met Pay Percent
*Priority
Prenote Date _11/20/2019
Goal Amount

This data was last updated by System

Prenotification Required

hd *Deposit Type | Balance of Net Pay -
Met Pay Amount
99¢ Account Number |42856443923001405

Prenote Status Completed

Data last updated on  06/26/2020

Save H Return to Search | Previous in List |

| | |
Next in List | Notify | Refresh Update/Display

| View All

|
Include History
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}) Maintain Employee Direct Deposit — Request Direct Deposit
V4

Below is a summary of the fields located on the Request a Direct Deposit page. For details on entering and updating direct
deposits for an employee, see the job aid titled PY381 Entering and Updating Direct Deposits located on the Cardinal
Website in Job Aids under Learning.

Direct Deposit Description

Effective Date Defaults to the current system date. Normally this date is at the beginning of the pay period.
Bank ID Bank account routing number provided by the employee.
Add New Bank Not used. If a new bank needs to be added, the agency will work with DOA and they will work with
the Cardinal Post Production Support (PPS) team to add it to the banking table in Cardinal.
International ACH Not used. Do not check this box as it will cause the Prenotification Required checkbox to
Bank Account disappear.
(checkbox)
Account Type The type of account employee pay will be distributed to. The following selections are available:
« COVA Paycard
* Checking
* Savings
* VA State Employee Loan Program (VSELP)*
Net Percent Selected in the Deposit Type field, enter the applicable percentage in this field.
Net Amount Selected in the Deposit Type field, enter the applicable amount in this field.
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;j Maintain Employee Direct Deposit — Request Direct Deposit
7" (continued)

Direct Deposit Description

Deposit Type This section provides the employee pay distribution. The following selections are available:
«  Amount
« Balance of Net Pay
* Percent
Priority Assigned orders for distributions, if the employee has one or more accounts setup in Cardinal.
Account Number Enter the employee’s Bank Account Number
Goal Amount* This field is only used for VSELP. This amount should be the total amount of the loan that will
cumulatively be paid via the distribution, not the amount to apply each pay period. This
amount should be entered in the Net Pay Amount.

Note: When you enter VSELP a goal amount is entered the Goal Amount field. They will not automatically stop once the
goal is reached. Agencies will need to monitor the direct deposit payments (using the V_PY_DIR_DEP_GOAL query)
towards this amount and adjust accordingly. If payments are not stopped in a timely manner, employees may incur
overpayments of these loans.
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/;/ Direct Deposit Key Concepts
/

There are several key points related to Direct Deposits:

» All employees can make changes to their direct deposit account and amounts online using ESS. They can update all
direct deposit accounts except for VSELP Loan and they cannot set up of COVA Pay Card.

« Once the VSELP Loan has been established, the information is view-only via ESS. The Payroll Administrator will need to
monitor the goal amount and stop the direct deposit when the amount has been reached.

* Once the COVA Pay Card has been established, the employee can use ESS to update the account information.

» Virginia College Savings Plan (VCSP) accounts are recommended to be established and maintained by agency Payroll
Administrators. There is nothing in Cardinal that prevents the employee from adding or changing these plans through
ESS.

* Non self-service employees submit the Employee Direct Deposit Authorization form to their agency Payroll Administrator
to update their direct deposit elections.

« Cardinal will prenote new banking information. Prenoting is the process of validating the account and routing number
combinations to verify that they are accurate. This will take one pay cycle, during which the employee may receive a
check.

gt

60



;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

Y4
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},\/ Maintain Employee Taxes
/

Foern Complets?

351
@ Emploves Subeils Tax
Forms o Agency

[

es—

554
Agency Updates
Tax Distributicn

¥

555

Agency Updates
Tox Dota Pages
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y Maintain Employee Taxes
J/

Each employee must have a tax record (Federal, State, and Local, if applicable) set up for each agency/company
representing Home/Work site (State). Cardinal provides the calculation of employer and employee federal, state, and local
taxes based upon federal, state and local tax regulations. Reciprocity rules based on the employee’s state of residence and
the employee’s work state are maintained in the system.

An employee cannot receive pay without tax records set up. Newly hired employees' default with a Tax Setup using Home
State (from Personal Data) and Work State (from Tax Location field on employee Job Data) in Cardinal with single and zero
values for Federal and State. When an employee wants to make changes to tax information, the appropriate form(s) (e.g.,
Federal W-4, Virginia VA-4) must be completed and submitted to the agency Payroll Administrator.

 The Federal Tax Data, State Tax Data, and Local Tax Data pages are used to enter and maintain employee tax
information that the system uses to calculate employee taxes.

+ The Update Tax Distribution page represents the employee’s work state taxes. Every employee must have a Tax
Distribution page.

Payroll Administrators review the form(s) for accuracy and update tax data as appropriate. If a new tax location is required,
or a new state is required to be added to the company state tax table, the Payroll Administrator must work with SPO to have
it added.




},) Maintain Employee Taxes
/

In Cardinal, the tax record is set at the company Example A: Employee has two jobs within the same company.
level. This means that each company has one tax :
record for an employee. When an employee has .
multiple jobs, the company is the factor that Empl Rcd O
Company e Tax
12300 5

Empl Rcd 1
Example B: If an employee has multiple job
records at different companies, there will be Example B: Employee has two jobs within two different companies.
separate tax records in Cardinal (one for each ‘
. Company

determines the number of tax records.
company). In this situation, the employee is able
SOEWAN Empl Red 1
23500

Example A: If an employee has multiple job
records within the same company, there will be one
tax record in Cardinal. The employee is not able to
have different withholdings for each job.

to have different withholdings for each job.
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},\/ Maintain Employee Taxes: Home Address
/7

The employee’s home address State
will determine the resident state for tax
data.

This example shows an employee with
an address State of Virginia, and the
Resident State is VA.

Note: If the state of residence is not set
up for the agency in Cardinal, you must
work with SPO to add it.

The agency must also establish an
account with the state to send the tax
payments. Once established,
communicate the account number to
SPO. This will be reflected on the W2.

‘ Biographical Details ‘ Contact Information ‘ Regional ‘ VA Person Info
Empl 1D
Current Addresses
H Q 1-10f1 v
Address Type  As Of Date Status Address
100 MAIN 5T
Home 05/30/2020 A RICHMOND, VA 23111-1933 View Address Detail
Hanover

State Information

A A

*State ||'u"A Q

Resident

Virginia

NMon-Residency Statement Filed

| View Al

B A VW et Jv*H"'_M\—'W\A/w\/‘*‘*"—W*wf\,,3
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V4

For employees that work in Virginia, the Tax
Location Code is the FIPS code.

For employees that work full time outside of

Virginia, there are specific tax location codes.

The Tax Location code is part of the
employee’s Job Data. This code determines
the employee’s work state (Ul Jurisdiction)
for tax purposes.

Note: FICA Status is located on the Job
Data page on the Payroll tab.

State Information

*State VA Q| Virginia

Resident
Non-Residency Statement Filed

ith ing ents

» Maintain Employee Taxes: Tax Location Code

{ Work Location

Employee

Payroll Information (@

Effective Date

Effective Sequence
HR Status
Payroll Status

Payroll System

Absence System

Payroll for North America (®

Pay Group
Employee Type

{ Job Information

03/01/2021
0

Active
Active

[ Payroll H Salary Plan

{ Compensation

Empl ID
Empl Record 0

Payroll for Narth America

Other

TR2

Tax Location Code
GL PayjType

Combination Lode

Q|

I Ul Jurisdiction I

(J Exempt From SUT

Q, | 1o0f1 v
Go To Row
Action Data Change
Reasen Data Change
Job Indicator  Primary Job
Current
Semimonthly Class (SUNSATO07)
Sal HolSch

Salaried Holiday Schedule HOLSAL

Richmond (City)
|FICAStatus Subject !
it Charthields

AN A ™ e

10f1 ~ | View All

o | -
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ﬂ Tax Distribution

(L,

V4

In this example the work location is Virginia and therefore the State is VA. For most employees this will be the case.

If the work location from job is MD and the residence is MD, then the state would be MD with a percent distribution of 100.000.

Update Tax Distribution

Employee Empl ID Empl Record 0
Tax Distribution Q 1of1 v View All
= —

“Effective Date | 04/18/2020

Country yjga
[ Insert Pre-filled Tax Location

States/Localities

F Q 1-10f1 v | View Al
*State Locality Locality Name Percent of Distribution
VA Q Q 100.000(] == —

Save | Return to Search || Notify H Refresh Update/Display Include History




}j Impact to Taxes
/

Scenario

Newly hired employee

Federal Tax

Defaults to Single and no
extra withholdings.
Employee must complete
W-4 for updates to be made

State Tax

Defaults to the appropriate
withholding status for the
work and resident State
(e.g., Single and 0).
Employee must complete
the appropriate state tax
form for updates to be
made

Local Tax

No defaults. Employee
should provide appropriate
form, if applicable

Residence change from VA
to MD

No change unless
employee submits new W-4

If MD is in the Company Tax
Table, the Payroll Admin
adds Maryland and checks
the resident box.

The Ul Jurisdiction remains
VA if VA remains their work
state. If work state is other
than VA, this will need to be
changed

No defaults. Employee
would provide appropriate
form if applicable

Change jobs within the
same company

No changes unless
employee submits a new
form

No changes unless
employee submits a form

No changes unless the
employee submits a form

Employee moves within
same state VA

No changes unless
employee submits a new
form

No changes unless
employee submits a form

No changes unless the
employee submits a form
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// Maintain Employee Taxes - Create/Update Taxes

NaVIQate to the Update Employee TaX Data page ‘ Federal Tax Data | State Tax Data || Local Tax Data |
using the following path: Person ID
Tax Data @ Q 10f1[v] | View Al

Navigator > Payroll for North America > Employee

1 Company DOT VA Dept of Transportation +| -
Pay Data USA > Tax Information > Update enectve o (o520 ]
Employee Tax Data —

Updated By System Date Last Updated 04/24/2020

Federal Form W-4 Version @

The Update Employee Tax Data contains 3 tabs: 2020 o Lot ©2015 or Earicr
+ Federal Tax Data
« State Tax Data
* Local Tax Data

Federal Withholding Elements @
*Special Withholding Tax Status | None

*Tax Status | Single Single

[J Check here and select Single status if married but withholding at single rate.

The Federal Tax Data page is the default page. All Withholding Allowances 0
tax pages are linked, so if you need to add an Additional Amount s0.00
effective-dated row for state or local taxes, you must Aadiional Percentage 0000

insert the row on the Federal Tax Data page.
» Federal Unemployment Tax &
For details on how to enter/update employee taxes,
see the job aid titled PY381 Maintain Employee

Taxes on Cardinal website in Job Aids under > LockeIn Letter Details @
Learning.

» W-4 Processing Status @

b State Tax Options @

» Tax Treaty/Non-Resident Data @
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#/ Maintain Employee Taxes: Create/Update Taxes
/

The Federal Form W-4 Versions for
converted employees, 2019 or Earlier may
be selected. All future transactions should
have 2020 or Later selected.

The following fields are different from the
2019 or Earlier version:

*  Multiple Jobs or Spouse Work
(checkbox)

« Dependent Amount

« Other Income

« Deductions

« Extrawithholdings

The Federal Unemployment Tax will be
checked for Exempt from FUT.

[ Federal Tax Data

[ State Tax Data

Tax Data @

Company CJS
“Effective Date | 11/15/2020

Updated By Hire Prcss

[ Local Tax Data

Dept of Criminal Justice Sves

Person ID

Q | 1o0f1 ~ | Wiew All
+ ¢

Date Last Updated 01/12/2021

Federal Form W-4 Version (%)

@ 2020 or Later

2019 or Earlier

Federal Withholding Elements (2)

*Special Withholding Tax Status

*Tax Status

None v

Single -
Single

Dependent Amount
Other Income
Deductions

Extra Withholding

O Multiple Jobs or Spouse Works
50.00

50.00
50.00

50.00

~ Federal Unemployment Tax @

Exempt from FUT

WW\I‘W



@ Maintain Employee Taxes: Create/Update Taxes
/

The Lock-In Letter section will be completed only when a letter is received and will override any W4 withholdings submitted
by the employee. The letter can come from either the IRS or State.

* IRS - this letter will apply to the Federal Taxes.
« State — this letter will apply to State Taxes.

When a Lock-In Letter is received, update the employee taxes as indicated in the correspondence. Currently this page has
not been updated to reflect the changes with the new W4 that was rolled out in 2020. Your agency will need a process to
track this until a system update has been implemented.

+ Lock-In Letter Details (@

[J Letter Received Limit On Allowances 0
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/ Maintain Employee Taxes: State Tax Data Page

The State Tax Data page IS Where yOU enter Federal Tax Data State Tax Data Local Tax Data
state tax information for an employee. It shows
the Resident state and Ul Jurisdiction Person D
information for that employee as well.
Tax Data (7) Q 10f1]v] View Al
If the employee is a resident of another state, the
. . Company DOT VA Dept of Transportation IEffecti\.re Date UI."IBIEIJEUI |-

employee will have one row for the Resident
and one for Ul Jurisdiction. State Information Q 10119 View A
In this scenario, the employee lives and works in *state |va Q| Virginia + =
Virginia, therefore the Resident box is checked Resident ¥ Ul Jurisdiction
for V”-g'n'a and the Ul Jurisdiction bOX iS Non-Hesidency Statement Filed [ Exempt From SUT
checked for Virginia. State Withholding Elements

*Special Withholding Tax Status | None ﬂ
Each employee should have one (and only one) .

- *Tax Status N Q| Mot applicable N
state marked as Resident and one (and only
one) state marked as Ul Jurisdiction. They
may or may not be the same state. Withholding Allowances O (VAFomVA-4line 12)
Additional Amount 50.00
For the Commonwealth, Exempt From SUT will Additional Percentage 0.000
always be unchecked. N .
Additional Allowances 0 (VA Form VA-4 line 1b)

If a different effective date needs to be applied

for the employee’s state tax information, add a
new row on the Federal Tax Data tab.



;j Maintain Employee Taxe
/

s: State Tax Data Page

In this example, as of the Effective Date, the employee is a resident of MD and will have tax withholdings for MD. The
employee works in VA and their unemployment will be reported and tracked for Virginia.

N N T Y PN SN

Federal Tax Data | | State Tax Data | | Local Tax Data
Perzon ID
Tax Data (@ Q | 1of2[v]| » M View All
Company DOT VA Dept of Transportation Effective Date  07/23/2020 + -
State Information Q 10f 2] | View Al
=State |MD QO Maryland Federal Tax Data | | State Tax Data | | Local Tax Data
Resident O ul Jurisdiction
on-Residency ment Filed [ Exempt From SUT Person ID
- - & ~
State Withholding Elements (2 Tax Data (@ a 1 of 2] » M View Al
*Zpecial Withholding Tax Status | Mone
“Tax Status |S Q | |single, or Married but withhold at Single rate = Company DOT WA Dept of Transporiation Effective Date  07/23/2020 =
State Information Q1 o« 4 I Wiew All
Withholding Allowances ]
Additional Amount 50.00 I *State |wa Q| Virginia I +| -
Additional Percentage 0.000 O Resident B ui Jurisdiction
Mon-Residency Statement Filed Ll Exempt From SUT
Additional Allowances o

State Withholding Elements &

*Special Withholding Tax Status | None
*Tax Status M Q| Mot applicable I'Z
Withholding Allowances 0 (VA Form VA-4 line 1a)
Additional Amount 50.00
Additional Percentage 0.000
Additional Allowances 0 (VA Form VA-4 line 1b)

R i ¥ i VI e i
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7 Local Tax Data Page
/

The system does not default any information
on the Local Tax Data page. The employee
would need to complete and submit the local
tax form for this tab to be completed by
Payroll Administrator.

In this example, the employee resides in
Maryland and has a Locality of Montgomery.

If a different effective date needs to be
applied for the employee’s local tax
information, add a new row on the Federal
Tax Data tab.

[ Federal Tax Data

[ State Tax Data

[ Local Tax Data

Local Withholding Elements (2

Special Withholding Tax Status | None i
Tax Status Q
Withholding Allowances 0
Additional Amount 30.00
Additional Percentage 1.000

b

Person ID
Tax Data Q | 1of3 v

Company DOT VA Dept of Transportation Effective Date (7/28/2021

State Information Q | 4 4 |2ef2w
State MD Maryland
Local Information (@ Q 4 4 |20f2 v
*Locality | 031 Q
MONTGOMERY
Resident ther Work Locality Q

] View All

+—

Wiew All

+—

[ ViewAll

+ | =

]
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

Y4
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

True or False. In Cardinal, employees are able to enter and update their direct deposit information
through Employee Self-Service.

~

Y4

Cardinal uses to determine the order to distribute an employee’s deposit account.

Prenote
Priority
Goal amount

AN

Y4

True or False. Taxes are prorated in Cardinal based on the effective date.

AN
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}j Lesson Summary
/

‘ Maintain Employee Payroll Data

In this lesson, you learned

« Maintain Additional Pay

* Maintain Employee Deductions (Benefits and General)
* Maintain Employee Garnishment Data

« Maintain Employee Direct Deposits

« Maintain Employee Taxes

1



f Lesson
y4
‘ Using the Single Use Payroll Online Tool (SPOT)

This lesson covers the following topics:

 SPOT Overview

« Manual (Online) Transaction Entry, Validation and Submission for Approval
« SPOT Transaction Template Upload

« SPOT Approval and Denial

« Viewing SPOT Transactions after Approval or Denial

« Deleting a SPOT Batch

« Key SPOT Reports and Queries
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/;/ SPOT Overview
V4

The Single-Use Payroll Online Tool (SPOT) is used by Payroll Administrators to enter one-time transactions affecting
earnings or deductions in Cardinal. This is a key tool for Payroll Administrators to enter and update information on employee
paysheets. SPOT Transactions can be entered online SPOT Template upload.

The transactions entered in SPOT must be approved by the designated SPOT approver(s) at your agency in order for them to
be loaded during the payroll process.

Updates to Time and Labor hours are not made in SPOT, they are made in Time and Attendance as appropriate. Short Term
Disability (STD) and Worker's Compensation (WC) are still calculated via an external worksheet and entered into SPOT by the
Payroll Administrator.

There are two ways that transactions can be entered into SPOT:
* Manually Online: transactions are entered one by one online in SPOT
« SPOT Template Upload: mass transactions are entered on a template spreadsheet and uploaded into SPOT

For more details on how to use the SPOT Tool, see the job aid titled PY381: Using the Single-Use Payroll Online Tool
(SPOT), located on the Cardinal Website in Job Aids under Learning.
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y SPOT Process
P4

Agency Completes /

SPOT Transaction Agency Uploads
Template for ——{ SPOT Transaction
Eamings or Template
Deductions
Yes Yes
Agency :
SPOT Trmsacionsy 0| ENesSPOT (— ot
g Transactions

Submit Batch Transactions
for Review Approved?
+
Mo
Mo
Yes
v
Comect/Delete
Errars
¥
Review Denied
Transactions
and Reenter in
New Batch

Y Ea—

Approved
Transactions

within Closed

Batches Loaded to

Paysheets

r

FPayroll
Process
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4/ Manual (Online) Transaction Entry

To enter a transaction online, navigate to the Enter SPOT
Transactions page using the following path:

Navigator > Payroll for North America > Payroll
Processing USA > Create and Load Paysheets > Enter
SPOT Transactions

The Enter SPOT Transactions Search page displays.
There are two tabs:

* Find an Existing Value — used to search for a
transaction that has already been entered; this is the
default tab

 Add a New Value — to enter a new transaction

For this scenario, we will walk through adding a
transaction, so click the Add a New Value tab.

Note: When using the search criteria to find an existing
value, you must provide the Pay Period End Date along
with one other search option.

Enter SPOT Transactions

Enter any informafion you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value I| Add a Mew Value

 Search Criteria
Company | begins with
Pay Group | begins with[w|
Pay Period End Date | =
Transaction Type | =
Batch Identity | begins with[~]
Batch Status | =

Created By | begins with[~]

O Case Sensitive

Limit the number of results to (up to 300} |200

| Search || Clear Basic Search EF Sawve Search Criteria

Find an Existing Value | Add a New Values
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},) Adding a SPOT Transaction
7/

The Add a New Value tab displays.

Batch ldentity: Defaults to Next and cannot be changed. When you
enter transactions, a batch ID will be assigned automatically once the
batch has been submitted.

Company: Select your agency company code.

Pay Group: Select the pay group that you need to access to enter the
transaction.

Pay Period End Date: The open pay period for which the transaction is

for (this will only list pay periods that have not been confirmed). The pay

period end date listed first is for the current period.

Transaction Type: Select the type of transaction you want to enter.

There are two options:

* Earnings — earnings is addition to pay

« Deduction — deduction overrides, extra deductions, or deduction
refunds

For this scenario, we will enter earnings.

Click the Add button.

Find an Existing Value

[

Add a New Value

T
Batch Identity

Company

Pay Group

Pay Period End Date

Transaction Type

NEXT

DLI

SM1

Q

Q

11/19/2020 Q,

Earnings

Add ‘l

82



,} Enter SPOT Trans Page
/

The Enter Payroll SPOT Trans page displays.

‘ Enter Payroll SPOT Trans

Company DLl Deplof Labor and Industry Batch Id MEXT
Pay Group 5M1 Semimonthly Class (SATFRIDT) Created By V_TRN_PY35101
Pay Period End 11/00/2020 Submitted By Totals {only for Valid rows)
Transaction Type Eamings Approved By Total Amt :
Total Hrs @
Batch Status Hew Modified By
| Attach Eiiss ‘ Upload Files Pracess Monitor
B Q
J Detail Data ‘ I Validation ‘ 1
Comments | Seq# Empl ID Empl Red  Name Payroll Status  Earn Code Description Earns Begin Dt Earns End Dt ;i:icds Tax Method
1| @ 1| a | oql Y = = 1] | Annualized

Validate | Submit Row Counts
Rows Valid:
#*Tolal Hours & Amount are updated on Validation R E
ows Error:
#V/alid Row and Error Row Count are updated on Validation Total Rows:

o e AN A TN A AN S )




’j Enter Payroll SPOT Trans Page - Header
/

‘ Enter Payroll SPOT Trans ‘

Company DLI Dept of Labor and Industry
Pay Group SM1  Semimonthly Class (SATFRIO7)
Pay Period End 11/09/2020

Transaction Type Earnings

Batch Status New

Batch Id NEXT

Created By V_TRN_PY38101
Submitted By

Approved By

Modified By

The following fields default from the Add a New Value tab:

Company
Pay Group
Pay Period End

Transaction Type

Totals (only for Valid rows)

Total Amt :
Total Hrs :
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},) Enter Payroll SPOT Trans Page - Header
/

Enter Payroll SPOT Trans (
Company DLI Dept of Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By V_TRN_PY38101
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt :
Total Hrs :
Batch Status New Modified By

’—\hﬁ_JWW\WW
The Batch Status can have one of the following statuses:

* New - the default when the batch is initially being created.

« Created — the batch has been created and saved with at least one line of detail data.

« Validated — this detail data has been validated.

« Submitted — detail data has been submitted and is ready for review by the approving authority.

* In Review — the batch has been opened after being submitted and at least one line has been marked as Approved or
Denied

» Closed — detail data and supporting documentation has been reviewed by the approving authority and each line has been
either approved or denied.
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/;) Enter Payroll SPOT Trans Page - Header
V4

Enter Payroll SPOT Trans l
Company DLI Dept of Labor and Industry Batch Id NEXT
Pay Group SM1  Semimonthly Class (SATFRIO7) Created By V_TRN_PY38101
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt :
Total Hrs :
Batch Status New Modified By
’“\MNMMW\NW

+ Batch Id — defaults to NEXT and will be updated when the Batch is submitted.

* Created By — displays the name of the Payroll Admin who created the batch.

« Submitted By — displays the name of the Payroll Admin who submitted the batch.

* Approved By — displays the name of the SPOT approver who approved the batch.

* Modified By — if the batch is modified, displays the name of the person who updated the batch.

Totals (only for Valid rows) — these fields will be reviewed when we review the validation process later in this lesson.

86



/,) Enter Payroll SPOT Trans Page — Buttons and Page Tabs
/

There are two buttons under the Header section which are: Attach Files and Upload Files. These will be reviewed in the
SPOT transactions template section of this course.

There are two tabs:
» Detail Data — use this tab to enter transactions.
« Validation — use this tab to view the status of transactions after they have been validated.

There are two buttons that appear under the entry row which are Validate and Submit buttons and these will be reviewed in
the Validating Batch Transactions section of this lesson.

Save — use this button to save your entries. You are able to come back and add additional transactions until the batch has
been validated.

Row Counts section will be reviewed later in this lesson.

— = SELS
| Attach Files | | Upload Files | Process Monitor
5 Q
| Detail Data l | Malidation |I|I)
Comments Seqg# Empl 1D Empl Rcd Name Payroll Status Eam Code Description Eamms Begin Dt Earns End Dt ;:lr{io-ds
1 =) 1 Q (=1 =1 [z 1
| Validate | Submit Row Counts é
Rows Valid: {
**Total Hours & Amount are updated on Validation
Rows Error
*==yfalid Row and Error Row Count are updated on Walidation Total Rows:




}) Enter Payroll SPOT Trans Page — Earnings Fields
/

On the Detail Data tab, enter or select the following as appropriate:

« Comments — click the comments icon to enter comments. Entering comments is not required.

When you click the Comments icon, the SPOT Comments page pop-up window displays. If you wish to enter comments,

enter them in the Comment section. After entering your comments, click the OK button to return to the Enter Payroll SPOT

Trans page.

Attach Files

B Q

Comments Seq#

1 L=

Validate

Detail Data Validation | ||»

Empl ID

EmplRcd  Name

Q 0Q

Submit

P e e il R T i T T

Upload Files

SULHTILEU By

R W e L T e e T S N e N B N T N P W T N

v

Empl ID
Empl Record
Seq#

Comment

‘ 0K

SPOT Comments page

0
1

Help

Bonus approved by Derek Director on 11/7/2020

Cancel

Process Monitor

Earns Begin Dt Earns End Dt
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/p/ Enter Payroll SPOT Trans Page — Earnings Fields
/

e N o T T T = P2 T e NPT e e N N wwwﬁw
Attach Files Upload Files Process Monitor ‘.
5 Q }
Detail Data Validation I3
Comments Seq# Empl ID Empl Red Name Payroll Status Earn Code Description Earns Begin Di Earns End Dt ﬂ:iuds Tax Meth
1 @ 1 Q 0Q Active BON O Eggg)scretionaw Bonus | 40ms5m020 1T 11/08/2020 [ 1 Annuali
Validate Submit Row Counts

* Seq# - Cardinal auto assigned number (no input required)

«  Empl ID — (required) enter or select the Emp ID of the person for whom you are entering earnings.

«  Empl Rcd - (required) select the appropriate employee record.

* Name - displays the name of the Empl ID selected.

« Payroll Status — displays the Payroll Status of the employee that was selected, from the current job row.

« Earn Code — (required) select the appropriate earnings code based on your transaction. For more information and a list
of earnings codes, refer to the job aid titled PY381:Earnings Code located on the Cardinal website in Job Aids under
Learning.

» Description — displays the description of the earnings code selected.

 Earns Begin Dt and Earns End Dt — dates representing the dates the earnings apply. Typically used for prior period
adjustments.
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#/ Enter Payroll SPOT Trans Page — Earnings Fields (continued)
/

P R T PV '_w“"—\%f"x‘ e i s, WO EPEPY L PRI PR

(Mﬁqu;hwﬂmwf N

1-10f 1|v View Al
g V]
. Tax Benefit Genl Ded
?m Dt Eams End Dt Periods Tax Method (Oth Hrs Hourly Rate Amount Benefit Ded Taken Subset 1D Genl Ded Taken Subset Sepchk #
éo | 11/09/2020 ::] 1 Supplemental v 200.00 Daduction |v| Q Deduction || Q 0 = -

4

WMW‘WMWM

« Tax Periods: This field defaults to 1 and indicates the number of pay periods the payment is for, in order to tax the
earnings properly (e.g., Temp Pay for 4 pay periods you would enter 4)

« Tax Method: The most commonly used Tax Methods are Annualized and Supplemental. With the annualized method,
the earnings are multiplied by the number of pay periods in the year and taxed using a rate based on the annualized
amount. The Tax Period field will impact how the earnings are annualized. Supplemental is most often used for bonus

payments.

« The following three fields are enabled or disabled based on the Earnings Code selected. If any of these fields are
enabled, then the appropriate value for that field will need to be entered/selected.

« Oth Hrs — Enter hours to one decimal (ex: 8.0)
* Hourly Rate — Enter the rate to two decimals (ex: 22.37)

 Amount — Enter the dollar amount to two decimals (ex: 200.00)
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#/ Enter Payroll SPOT Trans Page — Earnings Fields (continued)
/

P R T PV '_w“"—\%f"x‘ e i s, WO EPEPY L PRI PR

(Mﬁqu;hwﬂmwf N

1-10f 1|v View Al
g V]
. Tax Benefit Genl Ded
?m Dt Eams End Dt Periods Tax Method (Oth Hrs Hourly Rate Amount IBeneﬁt Ded Taken Subset 1D Genl Ded Taken Subset Sepchk #
éo | 11/09/2020 ::] 1 Supplemental v 200.00 Daduction |v| Q Deduction || Q 0 = -

4

WMW‘WMWM

For the fields listed below, the options are noted next to each. The options you choose in these fields will vary based on the
type of earnings. See the job aid titled PY381 Using the Single-Use Payroll Online Tool for more details about the options

for each.

« Benefit Ded Taken — Deduction, None or Subset, defaults to Deductions.

« Benefit Subset ID — Bonus, Garnishment only, Leave Share or SPOT Allow, defaults to blank.
* Genl Ded Taken - Deduction, None or Subset, defaults to Deductions.

* Genl Ded Subset - Bonus, Garnishment only, Leave Share or SPOT Allow, defaults to blank.

The last field on this tab is:
» Sepchk# - this field defaults to O which indicates, the earnings will be added to the employee’s check. If there is a need

for the employee earnings to be on a separate check then change this to 1.
Note: If you select an option other than 0, then the Deduction Taken and General Ded Taken fields must be

completed as well.

You can use the +/- buttons to add or delete a row as appropriate. 91
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»/ Saving SPOT Transactions
/

After entering SPOT Transactions, you can:

 Save them and add additional transactions to the batch later
« Validate and submit them for review and approval

To save your entry, click the Save button.

TEW VWITOUW | BE | FElsulianze Fage |

I Enter Payroll SPOT Trans l

Company GIF Dept of Wildlife Senvices Batch Id NEXT
Pay Group SM1 Semimonthly Class (FRITHUOT) Created By V_PY_ADMIMISTRATOR

Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)

Transaction Type Earnings Approved By Total Amt :

Total Hrs :
Batch Status Mew Modified By

| Attach Files | Upload Files Process Monitor

B Qa

[ Detail Data H Validation |||> §
92

Tax

Periods Tax Method

Comments Seq# Empl ID Empl Rcd Name Payroll Status Earn Code Description Eams Begin Dt Eams End Dt

Non-discretionary Bonus | [ p e mnq0 | 11/09/2020 T3] 1 Supplemen

1 & 1 Q 0Q Active BON Q (FLSA)

Validate Submit Row Counts

Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:

*=\falid Row and Error Row Count are updated on Validation Total Rows:

=




,} Saving SPOT Transactions (continued)
/

The following fields update in the Header:

Batch Status updates to Created

Batch Id updates to system auto generated number
Created By and Modified By fields update with your ID (person that entered it)

Enter Payroll SPOT Trans

Company GIF Dept of Wildlife Services Batch Id 2
Pay Group SM1 Semimonthly Class (FRITHUOT) I Created By V_PY_ADMINISTRATOR I
Pay Period End 114/08/2020 Submitted By
Transaction Type Eamings Approved By
Batch Status Created Modified By V_PY_ADMINISTRATOR,
. AttachFiles "] Upload Files
B Q
Detail Data Validation 113
Comments Seq# Empl ID Empl Rcd  Name Payroll Status Earn Code Description
= : Mon-discretionary Bonus
1 G 1 Q 0Q Active BON Q (FLSA)
Validate Submit Row Counts

**Total Hours & Amount are updated on Validation

“\alid Row and Error Row Count are updated on Validation

=

Rows Valid:
Rows Error:

Total Rows:

Totals (only for Valid rows)

N W WG Y

Total Amt :
Total Hrs :
Process Monitor
Earns Begin Dt Earns End Dt e Tax Meth
g Periods
10/25/2020 3| 11/08/2020 [ 1 Supple

© Lt Ao o ol Pty Soin 8, oo g, i,
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p/ Validating Batch Transactions
/

Once a batch is ready for approval, it must be validated and submitted for approval. The validation process checks individual
fields, as well as combination of fields.

To validate the batch, click the Validate button.

- TS T
[ Enter Payroll SPOT Trans l
Company GIF Dept of Wildlife Services Batch Id 2
Pay Group SM1 Semimonthly Class (FRITHUOT) Created By V_PY_ADMINISTRATOR
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt :
Total Hrs :
Batch Status Created Modified By V_PY_ADMINISTRATOR i
| i Aftach Files | | Upload Files Process Monitor
5 Q
I Detail Data ‘ ‘ Validation ‘ 113
Comments  Seq# Empl ID Empl Rcd | Name Payroll Status | Earn Code Description Earns Begin Dt Earns End Dt -IE'::inds Tax Meth
1 @ 1 Q 0Q Active BON Q ?’F"LE%S“E“"““‘“’ Bonus | yomsmaze T 117082020 [ 1 Supple
Validate Submit Row Counts §
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
**\falid Row and Error Row Count are updated on Validation Total Rows: ?
L

©
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4/ Validating Batch Transactions (continued)

Once validation is completed, the Batch Status updates to Validated.

The Totals (only for Valid rows) provides a summary of : The Row Counts section displays the batch totals:
+ Total Amt: the total of the amount lines in the batch for * Rows Valid: the number of valid rows.
the valid rows. « Rows Errors: the number or rows that contain errors.
+ Total I—_lrs. the total hours in the batch if applicable for «  Total Rows: the total number of rows for the batch.
the valid rows.
I Enter Payroll SPOT Trans ] ; ” -
Company GIF Dept of Wildlife Services Batch Id 2
Pay Group SM1 Semimonthly Class {FRITHUOT) Created By V_PY_ADMINISTRATOR
Pay Period End 117092020 Submitted By Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Amt - 200.00
Total Hrs :
Batch Status Validated Modified By V_PY_ADMINISTRATOR
| Attach Files | Upload Files Process Monitor
= oQ
[ Detail Data l | Walidation | L3
Comments @ Seq# Empl ID Empl Rcd Name Payroll Status Earn Code Description Earns Begin Dt Earns End Dt -I!l::iods Tax Method
1 (=] 1 Q o Active BON O B’:‘"_gﬂ)s‘:'e““”aw Bonus || yomemoz0 T 11/00/2020 [5 1 Supplemental
m T Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Walidation Rows Error:
**falid Row and Errer Row Count are updated on Validation Total Rows: 1
s




/,j Validation Tab
J

On the Validation tab, you will see the
following fields which carried over from the
Detail Data tab:

« Comments

«  Seq#

« EmplID
« Empl Rcd
«  Name

The Status field displays one of the
following two statuses:

« OK =no errors;

* Error =issue with line

Enter Payroll SPOT Trans

Company GIF  Dept of Wildlife Services
Pay Group SM1 - Semimonthly Class
(FRITHUOT)

Pay Period End 110972020

Transaction Type Eamings

Batch Status Validated

Attach Files

B Q

Detail Data Validation

-

Comments  Seqd# Empl ID

1 b 1 1
Validate Submit

“Total Hours & Amount are updated on Validation

*\/alid Row and Error Row Count are updated on Validation

jeesd

Batch Id 2
Created By V_PY_ADMINISTRATOR

Submitted By

Approved By

Modified By V_PY_ADMINISTRATOR

Upload Files

Empl Red Name

0Q

Row Counts

Rows Valid:
Rows Error:
Total Rows:

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :
Process Monitor
110f1[v] | View Al
Status
0K + -

Add | UpdatelDisplay
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I} Validation Error
Y4

If the Row Counts section shows Rows Error with a value, click the Validation tab to view which row has an error and the
reason for the error. Click the Error Msg icon and the SPOT Review Notes page pop-up window displays so you can view
the reason for the error. After correcting the error(s), you must validate the batch again.

All lines in a batch must pass validation for the batch to be submitted for approval. If there are errors, the Submit button will
not be enabled until the error(s) have been fixed or the line removed.

D T e T Y T Y e T SO e W e A P ey

Attach Files Upload Files Process Monitor

B Q 1-2 0f 2] View Al

Detail Data Validation | Ii»

Comments Seq# Empl ID Empl Rcd Name Status Review Status Error Msg
1 & 1 Q ii = - 5 -+ o
SPOT Review Notes page x §
2 & 2 Q b Help @ + -
|
Empl ID 00900126600
Validate Submit 1 Empl Record 0
Seqi 2
**Total Hours & Amount are updated on Validation 1 Notes Amount cannof be zere for Em_Cd- MLS,

**Walid Row and Error Row Count are updated on Validation

|] !
| Save | caneel Add Update/Display
e BTN e D et o P et B N e S P
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After you have validated the batch, the
Batch Status will change from New to
Validated and it is ready to be submitted
for approval. Click the Submit button to
send the batch for review.

Once you click submit, a pop-up
message box displays. This box
indicates that once you have submitted a
batch, it cannot be edited and confirms
whether you want to submit or not.

Note: If required changes are identified
after a batch has been submitted, the
SPOT approver can deny those
transactions and the Payroll
Administrator would need to enter them
in a new batch.

For this scenario, the OK button is
clicked.

7 Submitting the SPOT Transactions for Approval

| Enter Payroll SPOT Trans |

Company GIF  Dept of Wildlife Services Batch Id 2
Pay Group SM1  Semimonthly Class Created By V_PY_ADMINISTRATOR
(FRITHUOT)
Pay Period End 11/09/2020 Submitted By
Transaction Type Eamings Approved By
Batch Status Validated Modified By V_PY_ADMINISTRATOR
| Attach Files Upload Files
B Q
| Detail Data | | Validation | "
Comments Seq# Empl ID Empl Red Name
1 @ 1 Q 0Q
validate | | Submit I Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error:
**\falid Row and Error Row Count are updated on Validation Total Rows: 1
Save |

Process Monitor

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :
1-10f1[V¥] [ View Al
Status
OK & -
| Add || Update/Display

| Are you sure you want to submit the Batch? (25200,36)

OK | Cancel

Once Batch is submitted, it can not be edited. Are you sure you want fo submit the batch?
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#/ Submitting SPOT Transactions for Approval (continued)
/

The Batch Status updates to Submitted. The Submitted By field is populated with the ID of the Payroll Administrator that
submitted the batch. This batch will now be sent to the approver for review and approval. Reviewing and approving SPOT
Transactions will be covered later in this lesson.

Enter Payroll SPOT Trans
Company GIF  Dept of Wildlife Services Baitch Id 2
Pay Group SM1  Semimonthly Class Created By V_PY_ADMINISTRATOR
(FRITHUOT)
Pay Period End 11/09/2020 Submitted By V_PY_ADMINISTRATOR Totals (only for Valid rows)
Transaction Type Eamings Approved By Total Ami : 200.00
Total Hrs :
Batch Status Submitted Modified By V_PFY_ADMINISTRATOR
Attach Files Upload Files Process Monitor
B Q 1-10of 1[¥] | View Al
Detail Data Validation 1»
Comments Seq# Empl ID Empl Rcd Name Status
1 & 1 0 oK
Validate Submit Row Counts
Rows Valid: 1
**Total Hours & Amount are updated on Validation
Rows Error:
*=\/alid Row and Error Row Count are updated on Validation Total Rows: 1
| save | Return to Search Add Update/Display




}) Entering Deductions in SPOT
/

To enter deductions on the Enter Spot Transactions page,
click the Add a New Value tab, and enter the following:

« Company
« Pay Group
 Pay Period End Date

In the Transaction Type drop-down menu, select Deduction.

Click the Add button.

Enter SPOT Transactions

Find an Existing Walue Add a New Value

Batch ldentity MNEXT

Company |[GIF Q

Pay Group (SpM1 Q@

Pay Period End Date |11/09/2020 Q

Transaction Type | Deduction

Find an Existing Value | Add a New Value
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%/ Entering Deductions

P

V4

The Enter Payroll SPOT Trans page displays for Deductions. We will review the fields on the Detail Data tab.

New Window | Help | Personalize Page | ©

[ Enter Payroll SPOT Trans ‘

Company GIF Dept of Wildlife Services Batch Id NEXT
Pay Group SL3  Semimonthly Law07 (SUNSATO7) Created By V_PY_ADMINISTRATOR
Pay Period End 111082020 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt :
Batch Status New Modified By
‘ Attach Files ‘ Upload Files Process Monitor
B Q 1 of1[v] | View Al

[ Detail Data H Validation ‘IIP

Comments  Seq# Empl ID EmplRcd  Name Payroll Status  Plan Type  Benefit Plan Ded Code Description Ded Class  Ded Calc Amount One Time Cd
1 ® 1 Q 0Q Q Q Q Q Amount Adition + -
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
*alid Row and Errar Row Count are updated on Validation Total Rows:

Save | ‘ Add H Update/Display ‘
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},) Enter Payroll SPOT Trans Page — Deduction Fields
/

Attach Files

Upload Files

B Q
Detail Data Validation | (v
Comments Seq# Empl ID EmplRcd  Name Payroll Status
1 & 1 Q 0Q Active
Validate Submit Row Counts

Rows Valid:

T T T T Y T T T T e W PPt NS

Process Monitor g

Ded Code

Plan Type Benefit Plan Description De

10 Q CHD1 Q CVACRE Q CoVA Care B

On the Detail Data tab, enter or select the following as appropriate. Note that the first six fields are the same as on the
Earnings page:
« Comments

«  Seq#

« EmplID
« Empl Rcd
* Name

« Payroll Status
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p/ Enter Payroll SPOT Trans Page — Deduction Fields
7" (continued)

j_/—«‘h mhﬁmwuﬂmwwﬂmmﬁw‘m‘MWP
1-1 of 1]

Wiew All

fus Plan Type Benefit Plan Ded Code Description Ded Class Ded Calc Amount One Time Cd

i
Z
g 10 Q CHD1 Q CVACRE @ CoVA Care B Q Amount  [v] 25 Refund ~| -1- —
e

The following fields are unique to Deductions. Please see the job aid titled PY381 Using the Single-Use Payroll
Online Tool for a more detailed description.

« Plan Type — (required) select the appropriate plan type (e.g., general, medical). This determines what options you
have in the Benefit Plan and Ded Code fields.

« Benefit Plan — select the appropriate Benefit plan

 Ded Code - (required) select the appropriate deduction code based on your transaction. See the job aid titled
PY381 General and Benefit Deductions Code for more details regarding the codes and what they mean.

» Description — defines the description code selected

» Ded Class — the deduction class will display valid values for the Deduction Code selected (i.e., Before-tax, After-
Tax, Non-Taxable, PTax Ben, Taxable)

« Ded Calc — select the appropriate option to calculate deduction. There may be several options listed, the Amount
should typically be selected. Contact SPO before using any of the other options.

« Amount — enter the amount (ex. 120.00). Must be a positive number.

* One Time Cd — Addition, Arrs Paybk, Override, Refund
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y Saving, Validating, Correcting and Submitting SPOT
7" Deductions

As a reminder, you can save, validate, correct, and submit deductions for approval, the exact same way as earnings in
Cardinal.

[ Enter Payroll SPOT Trans ‘

Company GIF Dept of Wildlife Services Batch Id NEXT
Pay Group 5L3  Semimonthly Law07 (SUNSATO7) Created By V_PY_ADMINISTRATOR
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Transaction Type Deduction Approved By Total Amt :
Batch Status New Modified By
| Attach Files | Upload Files Process Monitor
B oQ 1of1[v] | View Al
[ Detail Data ‘ ‘ Validafion ‘ ih
Comments  Seq# Empl ID EmplRcd  Name Payroll Status  Plan Type  Benefit Plan Ded Code Description Ded Class  Ded Calc Amount One Time Cd
1 5] 1 qQ 0a Active 10 Q CHD1  Q CVACRE Q CoVA Care B Q Amount 25 Refund + -

Validate Submit Row Counts
Rows Valid:
*Taotal Hours & Amount are updated on Validation
Rows Error:
*\alid Row and Error Row Count are updated on Validation Total Rows:

Save [ ‘ Add H UpdatelDisplay ‘
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

Y4
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#/ SPOT Transaction Template
/

You may elect to enter the transactions via the SPOT Template upload.

There are two templates, one for each of the following:

« Earnings: pay earnings that include one-time payments or amounts that vary from pay period to pay period. Payments

for time worked should be recorded in time and labor.

« Deductions: overrides, extra deductions or deductions refunds.

SPOT Transactions need to be entered on the correct template and then can be uploaded online. Once the template has

been uploaded, it must still be validated and submitted for approval.

For more details on uploading SPOT Transactions, see the job aid titled PY381: Using the Single-Use Payroll Online Tool,

located on the Cardinal Website in Job Aids under Learning.

A

L=l NI L W O L
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p SPOT Transaction Template - Earnings
/

To use the template to upload transactions, start by downloading the correct template (i.e., earnings or deductions). In this
example, an earnings template is used. When entering the transactions onto the template follow the instructions that are
listed in the header.

Hours -
Enter
forma

Empl Red
Enter Employee Earnings Begin Date - Examp
Employee ID- Record that Earning Code - Usually FLSA Period Begin Earnings End Date - Usually Tax Method - minut
Enter Valid corresponds to this Enter Valid Date FLSA Period Begin End Tax Periods - Default to A 10.50,
Employee ID  payment Earning Code (Format - MMDDYYYY) (Format - MMDDYYYY) Defaultto 1 (Annualized) allowe
0 TMP "11092020 1A
0 TMP "11092020 1A
0 BON I.'11[]92[]2[] 15
0 BON '11[]92[]2[] 15 4

After all transactions are entered, you will delete the header row. After removing the Header row, your template should then
look like the below screenshot.

11092020
11092020
11092020
11092020

1A
1A
15
15

125D
575D
250D
250D

o o 9o o

o
A

[ T s |
M din, o

o,
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#/ SPOT Transaction Template
/

When you are ready to upload the file, log into Cardinal and access the Enter Payroll SPOT Trans page. Use the Add a
New Value tab and complete the required information. Once you access the Enter Payroll SPOT Trans page, use the
Attach Files button to upload the template. There are several steps to this process so be sure to reference the job aid for

more details.
L
‘ Enter Payrcll SPOT Trans
Company GIF Dept of Wildlife Services Batch Id HEXT
Pay Group SM1 Semimonthly Class (FRITHUO7) Created By V_PY_ADMINISTRATOR
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Trangaction Type Eamings Approved By Total Amt :
Total Hrs :
Batch Status MNew Modified By
Attach Files Upload Files Process Monitor
5 Q
Detail Data ‘ Validation | (1]
Comments Seg# Empl Red | Name Payroll Status Eam Code Description Eamns Begin Dt Earns End Dt ;ae:rtio-ds Tax Method
1 @ 1 Q, 0Q Q = 1 Annualized
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
=\falid Row and Error Fow Count are updated on Validation Total Rows:




;j SPOT Transaction Template
/

After completing all of the upload steps, the Enter Payroll SPOT Trans page displays with lines uploaded from the
spreadsheet. The Batch ID is assigned, and the Batch Status updates to Created.

TEwW vvindow Help | Personalize Page
Enter Payroll SPOT Trans
Company GIF Dept of Wildlife Services I Batch Id T I
Pay Group Sk Semimonthly Class (FRITHUOT) Created By V_PY_ADMINISTRATOR
Pay Period End 11/09/2020 Submitted By Totals (only for Valid rows)
Transaction Type Earnings Approved By Total Amt :
Total Hrs :
Batch Status Created Modified By V_PY_ADMINISTRATOR
Attach Files Upload Files Process Monitor
E Q
Detail Data Validation Ii»
Comments Seqs# Empl ID Empl Rcd  Mame Payroll Status Eam Code Description Earns Begin Dt Earns End Dt ;:lr(iods Tax Method
1 [&5] 1 Q 0Q Active ™P Q Temporary Pay [ [ 1 Annualized ~]
2 2 2 Q 0Q Active MP Q Temporary Pay [ = 1 Annualized ]
; Mon-discretionary Bonus
3 & 3 Q 0Q Active BON Q (FLSA) [ i 1 Supplemental ~]
4 4 Q 0 Q Active BON Q :‘,’:"Lr,'sj')“’e"”““”" B = = 1 Supplemental v
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
*Valid Rlow and Error Row Count are updated on Validation Total Rows:
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4/ Validation and Submitting SPOT Transaction

The next step is to validate and submit the transactions for approval. Follow the same steps to validate and submit the
transactions for approval as the manual entry process.

Once the batch is validated and submitted for approval, the Batch Status updates to Submitted.

- =
Y
| Enter Payroll SPOT Trans | 2
Company GIF Dept of Wildlife Services Batch Id T
Pay Group Sht Semimonthly Class (FRITHUOT) Created By V_PY_ADMINISTRATOR
Pay Period End 1140952020 Submitted By V_PY_ADMINISTRATOR Totals {only for Valid rows)
Transaction Type Eamnings Approved By Total Amit = 62250
Total Hrs @
Batch Status Submitted Modified By V_PY_ADMINISTRATOR
| Attach Files | Upload Files Process Monitar
5 Q
| Detail Data | | Validation | 114
Comments  Seq Empl ID E&p' Name Payroll Status an’d"e Description Eams Begin Dt | Eamns End Dt ;‘:}:iods Tax Method
1 @ 1 '] Active TP Temporary Pay 1 Annualized
2 @ 2 0 Active TP Tempaorary Pay 1| Annualized
@ " Mon-discretionary Bonus
3 X 3 0 Active BOM (FLSA) 1 Supplemental
4 @ 4 0 Active BOM '"‘I'_PL“S*R?G'E“”E“"" Bonus 1 Supplemental %
Validate Submit Row Counts
Rows Valid: 4
*=Total Hours & Amount are updated on Validation
Rows Error:
=/alid Row and Emor Row Count are updated on Validation Total Rows: 4
= %
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/;/ Approving and Closing SPOT Transactions
7/

The SPOT approver reviews the batch items and Review SPOT Transactions
either approves or denies them and then closes the , _ _ _
batch Enter any information you have and click Search. Leave fields blank for a list of all values.

. . Find an Existing Value ‘
To approve SPOT Transactions, navigate to the

Review SPOT Transactions page using the
following path:

 Search Criteria

Batch Identity | begins with[v|
Navigator > Payroll for North America > Payroll

Processing USA > Create and Load Paysheets > Company | begins with|V] | | GIF Q
Review SPOT Transactions

Pay Group | begins with aM1 Q
To approve a batch, you can enter any of the search
criteria and click the Search button to view the Pay Period End Date | = |11mgrzuzu Q |
results.
Transaction Type | = Earnings
Access the PY381 Using the Single-Use Payroll
Online Tool job aid for details about approving. Batch Status | = Submitted

Limit the number of results to (up to 300} | 300

| Clear ' Basic Search Fig Save Search Criteria
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#/ Approving and Closing SPOT Transactions
/

The SPOT approver reviews the batch items and can view comments and any supporting documents if applicable.

Review Payroll SPOT Trans

Company
Pay Group
Pay Period End

Transaction Type

Batch Status

View Supporting Documents

B Q
Detail Data | ||
Approve Deny Comments
1.0 O @
Approve All
Save || Retunto Search

Seq# *Empl 1D

GIF Dept of Wildlife Services
Sh1 Semimonthly Class (FRITHUO7)

11/09/2020

Earnings

Submitted

Empl
Rcd

Deny All

Batch Id
Created By

Submitted By

Approved By

2

New Window Help

V_FY_ADMINISTRATOR

V_PFY_ADMINISTRATOR

Close Batch

Payroll Status

Active

Process Monitor

Earn Code Description

Mon-discretionary Bonus

BON (FLSA)

Fersonalize Fage

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :
Earns Begin Dt Eams End Dt
10/25/2020 11/08/2020

2
i
i

113



% Approving and Closing SPOT Transactions (continued)
/

After reviewing the transaction(s), to approve:
» Click the Approve All button to select all the transactions for approval
» Click the Approve check-box to select specific transactions to approve.

If a SPOT approver denies a transaction, a comment should be entered to document the reason.
To submit the transaction(s) to be picked up for payroll processing, click the Close Batch button.

A pop-up window displays verifying that you want to close the Batch. Once a batch is closed it cannot be reviewed or edited.
To confirm closing the batch, click the OK button.

= o P crToTTTET T
Review Payroll SPOT Trans
Company GIF Dept of Wildlife Services
. Are you sure you want to close the Batch? (25200,37)
Pay Group SM1 Semimonthly Class (FRITHUOT)
Pay Period End 11/08/2020 Once Batch is closed it can not be reviewed or edited again. All Approved transactions will be posted to NA Payroll. Are you sure d rows)
you want to Close the batch?
Transaction Type Earnings "
________ ok | || cancel 20000
Batch Status In Review
View Supporting Documents Close Batch Process Monitor

H Q

1M O ® 1 0 Active BON Mon-discrefionary Bonus 10/25/2020 110912020

Detail Data 13
Approve Deny Comments Seq# <Empl ID Empl Name Payroll Status Earn Code Description Earns Begin Dt Eamns End Dt
(FLSA) I

{
Recd
{_Approve Aii_| Deny All
| Save | Return to Search
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,;j Closed Batch
/

Once the approver has approved/denied and closed the batch, the Approved By will populate, Batch Status changes to
closed. The Approver can not be the same person that has entered the transaction.

Review Payroll SPOT Trans

GIF Dept of Wildlife Services
SM1 Semimonthly Class (FRITHUOT)

‘ Save ‘ Return to Search

Company
Pay Group
Pay Period End 11/09/2020
Transaction Type Earnings
Batch Status Closed
View Supporting Documents
B Q
Detail Data | ||
Approve Deny Comments Seq# *Empl ID
1| & @ 1
Approve All Deny All

Empl
Red

MNew Window | Help | Personalize Page {

Batch Id 2
Created By V_PY_ADMIMISTRATOR
Submitted By V_PY_ADMINISTRATOR Totals (only for Valid
Approved By V_PY_SPOT_APPROVER Total Amt : 2
Total Hrs :
Close Batch Process Monitor Instance 117167
Payroll Status Earn Code Description Earns Begin Dt Eams End Dt
Active BON Non-discreflonary Bonus | 409651 11/09/2020

(FLSA)
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To view or update an existing batch, navigate to the
Enter SPOT Transactions page using the following
path:

Navigator > Payroll for North America > Payroll
Processing USA > Create and Load Paysheets >
Enter SPOT Transactions

The Enter SPOT Transactions Search page displays.

Use the Find an Existing Value to search for a
transaction that has already been entered.

% Find an Existing SPOT Transaction

Enter SPOT Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value l | Add a Mew Value |

w Search Criteria

Company | begins with | | Q

Pay Group | begins with[|
Pay Period End Date | =
Transaction Type | =
Batch Identity | begins with[V]
Batch Status | =

Created By | begins with[~] Q

[ case Sensitive

Limit the number of results to (up to 300} 300

Search || Clear 'Basic Search Ei Save Search Criteria

Find an Existing Value | Add a New Value
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After the approval process, you can verify the approval for each transaction.

/I} Payroll Administrator View after Review and Approval

Enter Payroll SPOT Trans

Company GIF Dept of Wildlife Services
Pay Group SM1  Semimonthly Class
(FRITHUOT)
Pay Period End 11/09/2020
Transaction Type Eamings
Batch Status Closed
Attach Files
5 Q
Detail Data Validation 113
Comments Seq# Empl ID
1 1
Validate Submit

**Total Hours & Amount are updated on Validation

*Valid Row and Error Row Count are updated on Validation

| Save ‘ Return to Search

Batch Id 2
Created By V_PY_ADMINISTRATOR

Submitted By V_PY_ADMINISTRATOR

Approved By V_PY_SPOT_APPROVER
Modified By V_PY_ADMINISTRATOR
Upload Files

Empl Red Name

0

Row Counts

Rows Valid:
Rows Error:

Total Rows:

Totals (only for Valid rows)

Total Amt : 200.00
Total Hrs :

Process Monitor

1-1 of 1|v] View All

Status Review Status

OK Approved

Add Update/Display
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4/ Denied SPOT Transactions

When the approver denies a SPOT Transaction, comments should be entered in the comments field indicating the reason for
denial. The Payroll Administrator will be able to view the comments and determine if the transaction needs to be reentered
with a correction or left as denied with no further action.

Denied SPOT transactions will not be loaded.

| Enter Payroll SPOT Trans |
Company GIF Dept of Wildlife Services Batch Id 1
Pay Group SL3  Semimonthly LawD7 Created By V_PY_ADMIMISTRATOR
(SUNSATOT)
Pay Period End 11/09/2020 Submitted By V_PY_ADMINISTRATOR Totals (only for Valid rows)
Transaction Type Earnings Approved By W_PY_SPOT_APPROVER Total Amt 350.00
Total Hrs :
Batch Status Closed Modified By W_PY_ADMIMISTRATOR
| Attach Files Upload Files Process Monitor
== e 1-2 of 2[v] Wiew All
| Dretail Data | | Validation | 113
Comments Seqgf Empl ID Empl Rcd HName Status Review Status
1 1 (1] Ok Denied
2 2 a oK Denied
Validate Submit Row Counts
Rows Valid: 2
**Total Hours & Amount are updated on Validation
Rows Error:
=y alid Row and Emmor Row Count are updated on Validation Total Rows: 2
Save | | Return to Search Add | | Update/Display
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#/ Viewing Denied SPOT Transaction
/

This is an example of denied SPOT Transactions. You can click the Comments icon to view the reason why the transaction

Help

was denied.
L
J Enter Payroll SPOT Trans SPOT Comments page
Company GIF  Dept of Wildlife Services Batch Id 1
Pay Group 513 Semimonthly LawD7 Created By V_PY_ADMINISTRATOR | Empl ID 00900126600
(SUNSATOT) I
Pay Period End 11/08/2020 Submitted By  V_PY_ADMINISTRATOR Empl Record a
T Seq# 2
Transaction Type Eamings Approved By V_PY_SPOT_APPROVER C t Please review the TMP Pay calculation sheet for this employes
> ommen and resubmit afier recalculating
Batch Status Closed Modified By V_PY_ADMINISTRATOR
: 5 Process Monitor
Affach Files Upload Files 0K Cancel
B Q
| Detail Data Validation ‘ [
Comfnents Seq# Empl ID Empl Rcd  Hame Status Review Status
1 2 1 o oK Denied
2 @ 2 0 DK Denizd
Validate Submit Row Counts
Rows Valid:
**Total Hours & Amount are updated on Validation
Rows Error:
=Valid Row and Eror Row Count are updated on Validation Total Rows:
[ Save I | Return to Search | Add | Update/Display
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» Deleting SPOT Batches
/

There may be times when a SPOT batch needs to

be deleted. This is typically used to clear out old Delete SPOT Transactions

batches or remove batches that were created in Enter any information you have and click Search. Leave fields blank for a list of all values.
error. Users can not delete closed batches, as

closed batches have been sent to payroll for Find an Existing Value

processing.

w Search Criteria
To delete a batch, navigate to the Delete

SPOT Transactions page using the following path: Batch Identity | begins with[V|

Navigator > Payroll for North America > Payroll Company | begins with|v| Q,
Processing USA > Create and

Load Paysheets > Delete Spot Transaction Pay Group | begins with V| a
After you enter your search criteria, Cardinal only Pay Period End Date | = V] Q

displays batches that have not been closed.
Transaction Type | = ﬂ ﬂ

Limit the number of results to (up to 300 | 300

| Search | Clear Basic Search _--" Save Search Criteria
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%/ Deleting SPOT Batches
7

» Select the batch that you want to delete.
* Click the Delete Batch button to delete the entire batch.

Note: The View Supporting Documents button is only used to view the SPOT Transaction Template. If a template was not
used the page that displays is blank.

e e = S s
[ Delete Payroll SPOT Trans l f

Company GIF Dept of Wildlife Services Batch Id 3
Pay Group 513 Semimonthly Law07 (SUNSATOT) Created By V_PY_ADMINISTRATOR

Pay Period End 11/08/2020 Submitted By Totals (only for Valid rows)

Transaction Type Deduction Approved By Total Amt -

Batch Status Created

1 @ 1 0 Active 10 CHM CVACRE CoVA Care B Amount

| Delete Batch |

‘ Retum to Search H Previous in List H Next in List

" View Supporting Documents
B Q
[ Detail Data ” Validation |||>
Comments  Seq# Empl ID Eg:fl Name Payroll Status Plan Type Benefit Plan Ded Code Description Ded Class Ded Calc
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/’) Deleting SPOT Batches
7/

A message like the one below displays to verify you want to delete the batch.

When you click OK, the batch is deleted. Once a batch has been deleted, it cannot be recovered. It will need to be reentered
either online or on a spreadsheet and loaded into SPOT.

Note: Once paysheets have been validated and approved, you will no longer be able to delete SPOT batches.

Are you sure you want to delete the Batch? (25200 38)

Once Batch is deleted it can not be opened or edited again. Are you sure you want to Delete the batch?
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/;/ SPOT Report/Queries
/

The following reports will be used to review errors or validations:

V_PAYSHEETS_TO_ADD_SPOT - this query shows all the paysheet transactions not loaded to payroll within 45 days of the
pay period end date for employees in those company/paygroups who do not have a paysheet..

V_PY_SPOT_TRANS RPT - all SPOT transactions for a pay period by status. Query would include: Employee ID,
Employee Name, Company, Pay Group, Batch ID, Transaction Status, and Batch status.

SPOT ENTRIES NOT ON PAYLINE - this report is used to identify those transactions that have been approved in SPOT in

closed batches but have not been updated on the employee’s payline(s).

The next few slides provide screenshots of what the reports will look like and where to locate them in Cardinal.
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/y Paysheet to Add for SPOT Query

This query shows all the paysheet transactions not loaded to payroll within 45 days of the pay period end date for employees
in those company/paygroups who do not have a paysheet.

To access this report use the following path:

Navigator > Reporting Tools > Query Viewer >V_PY_PAYSHEETS TO _ADD_SPOT

PayRunID 3M1062421 Q
View Resuts |

Download results in - Excel SpreadSheet CSV TextFile XMLFile (1kb)

View Al First 1-10f1 Last
Row Company Paygroup Current Company Cument Paygroup Pay Status D Empl Record Name Earn Code Oth Hrs Deductn Cd Dedn Class Amount
1 0GS s DGS s Active 0 ALP M7 28
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#/ SPOT Online Query
/

The SPOT Online Query displays all SPOT transactions for a pay period by status. Query would include: Employee ID,
Employee Name, Company, Pay Group, Batch ID, Transaction Status, and Batch status.

To access this report use the following path:

Navigator > Reporting Tools > Query Viewer >V_PY_SPOT_TRANS_ RPT

V_PY_SPOT_TRANS_RPT- SPOT Online Query

Company CJ8 |Q
Paygroup |SM1 |Q
PayRun 1D |SM1062421 |Q

View Results

Download resultsin . Excel SpreadSheet CSV TextFile XMLFile (80 kb)

View Al First 1-63 of 63 Last
Row Agency (Company} Paygroup Business Unit Apency Description Pay Period End Date  BatchID Batch Status Transaction Type Valid Status Review Status  Employee ID  EmplRecord  Employee Name  Employee Status  Deduction or Earnings Code  Deduction or Earnings Amount - Other Hours
1 CS SM 14000 Dept of Criminal Justice Sves  06/24/2021 57 Submitted  Deduction 0K 0 Active CVACRE 2500 0.00
2 Cls SM 14000 Dept of Criminal Justice Svcs  06/24/2021 62 Submitted  Eamings 0K 0 Active BON 100.00 0.00
3 Cls SM 14000 Dept of Criminal Justice Svcs  06/24/2021 67 Submitted  Deduction 0K 0 Active FLXMED 50.00 0.00
4 CIJS SM 14000 Dept of Criminal Justice Svcs  06/24/2021 67 Submitted  Deduction 0K 0 Active CVACRE 12.50 0.00
5 CJ3 S 14000 Dept of Criminal Justice Sves  06/24/2021 G2 Submitted  Eamings 0K 0 Active ALP 2000.00 0.00
g CiS S 14000 Dept of Criminal Justice Sves  06/24/2021 43 Closed Eamings 0K Approved 0 Active ALP 2000.00 0.00
7 Ci8 S 14000 Dept of Criminal Justice Sves  06/24/2021 43 Closed Eamings 0K Approved 0 Active BON 100.00 0.00
g Ci8 S 14000 Dept of Criminal Justice Sves  06/24/2021 44 Submitted  Deduction 0K 0 Active FLXMED 50.00 0.00
g Cl§ S 14000 Dept of Criminal Justice Sves  06/24/2021 43 Closed Eamings 0K Approved 0 Active T™MP 180.00 0.00
10 CJS SM 14000 Dept of Criminal Justice Sves  06/24/2021 70 Submitted  Eamings 0K 0 Active BON 100.00 0.00
1 Cls S 14000 Dept of Criminal Justice Sves  06/24/2021 fi4 Submitled  Eamings 0K 0 Active T™MP 180.00 0.00
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p SPOT Entries not on Payline Report
/

This report is used to identify those transactions that have been approved in SPOT in closed batches but have not been

updated on the employee’s payline(s).

To access this report use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Create and Load Paysheets > SPOT Entries Not on

Payline

Commonwealth of Virginia

——l

AR MO

SPOT TRANSACTIONS NOT LOADED TO PAYLINE
Report ID: RPY448%

Run Date: 09/02/2021
Run Time: 01:38 00

Batch Id : 17
Pay Period End : 10=AFR=-2021
Business Unit 14000 Dept of Criminal Justice Swvcs
Company : CJs Pay Group H TR1
Batch Typs : E Batch Status Closed
Empl Payroll
Seqgw EmplID Red Name Status Earn Code Description
2 0 A BON Non-discretionary Bonus (FLSA)
1 0 :N TMP Temporary Pay

Oth Hrs Amount

75.00
100.00

Page No. 1 of 1

Seperate
Tax Method Check#

s a
A o]
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

True or False. SPOT should be used for one-time adjustments that impact employee pay.

~

Y4

There are 2 transaction types entered into SPOT. They are:

a. Earnings and Additional Pay
b. Taxes and Deductions

c. Earnings and Deductions

d. None of the above

AN

Y4

SPOT transactions can be entered

a. Online only
b. Template upload only
c. Bothandaandb

AN
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}j Lesson Summary
/

‘ Using the Single Use Payroll Online Tool (SPOT)

In this lesson, you learned

 SPOT Overview

« Manual (Online) Transaction Entry, Validation and Submission for Approval
« SPOT Transaction Template Upload

« SPOT Approval and Denial

« Viewing SPOT Transactions after Approval or Denial

« Deleting a SPOT Batch

« Key SPOT Reports and Queries
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f Lesson
y4
” Overview of Payroll Processing

This lesson covers the following topics:

« Payroll Processing Overview
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/p/ Process Payroll Overview

SPO is responsible for the creation of Operations Calendars and providing timelines to all state agencies regarding when
specific agency payroll functions need to be completed (e.g., enter and approving timesheets). SPO will develop a
procedure/process to assist the agencies with ‘certifying’ the payroll prior to the confirmation process. It will serve as
documentation for the agency review and approval of the payroll expenditures.

» Agencies cannot schedule payroll processing at will or on an ad-hoc basis.

» Agencies are required to process payroll based on the payroll processing schedules provided by SPO (on-cycle and off-
cycle)

« The Pay Run ID is used to identify the companies, paygroups and specific pay end date that are to be processed
together. The Pay Run ID will is used in creating paysheets, calculating pay, and performing the final confirmation of
payroll. Pay Run IDs must be unique throughout payroll history.
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}) Process Payroll — Key Terms
/s

The following are key terms utilized throughout the payroll Process.

Key Terms Definition

The regular payroll schedule based on the specified pay frequency (e.g., biweekly, semimonthly,

On-Cycle monthly).
A payroll processed outside of the regular On-Cycle payroll schedule. Off-cycle payrolls are used to
Off-Cycle pay an employee when their check is incorrect or missing in the on-cycle payroll. May also be used
for special payroll runs such as Bonuses.
Pay Group A pay group is a grouping of employees based on shared characteristics (e.g., employee type, pay

frequency, country location) and is used for payroll processing.

Pay Calendar

A pay calendar defines pay periods in Cardinal. The pay calendar displays the period begin, period
end, and check date among other fields, for a particular company and pay group for each individual
pay period (i.e., a semi-monthly pay group has 24 pay periods, so there will be 24 pay calendars for
the semi-monthly pay group).

Pay Run IDs

The Pay Run ID will be used to identify the pay calendars that are to be processed together. The Pay
Run ID will be used in creating paysheets, calculating pay, and performing the final confirmation of
payroll. Pay Run IDs must be unique throughout payroll history. Pay Run IDs will be used to run any
processes or reports related to the Pay Calendar it is associated with.

Paysheet

A paysheet will contain the data required to calculate employee pay for each pay period. Information
reflected on employees’ job records and tax data records will be pulled into the paysheets during the
paysheet creation process. Only SPO will have access to paysheets.

Payline

A payline will correspond to an individual employee, but an individual employee may have more than
one payline. For instance, an employee working multiple jobs will have multiple paylines in a
paysheet. Only SPO will have access to payline data.
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74 Sample Hourly Pay Calendar
/

Cardinal Hourly Pay Cycle - Calendar Year 2021

Bwl(Sun-Sat] | Do Ment s R Thun | B 4 Pwied-Tue) . .
Fay Period End Su_r‘u] Pau Period Ernd Fay Feriod End Fer | Timesheet Create Confirm Fayday
B DD Faw Period End B ShARADD B b ARAD DY [hd DOue Date | Pavslhests Fau
B 2k AbADD ™
Offoypcle - OBWMMDDYY

1/2/2021| 1/3/2021| 12/31/2020| 1/5/2021 1 1/8/2021| 1/8/2021| 1/12/2021| 1/15/2021
OBW011521 1/13/2021| 1/14/2021| 1/19/2021
1/16/2021| 1/17/2021] 1/14/2021| 1/18/2021| 2 1/22/2021| 1/22/2021| 1/26/2021| 1/23/2021
OBW012921 1/27/2021| 1/28/2021| 2/1/2021
1/3 D_fl[.'llll 1/3 1_.-"1D21| l_flE-_.IrEDI:ll 27272021 1 2/5/2021 2/5,/2021 2/9/2021 2/12/2021
OBW021221 2/10/2021| 271172021 2/16/2021
2/13/2021| 2/14/2021| 2/11/2021| 2/16/2021| 2 2/19/2021| 2/19/2021| 2/23/2021| 2/26/2021
OBWD22621 22452021 | 2/25/2021 3712021
2/27/2021] 2/28/2021| 2/25/2021| 3/2/2021| 1 3/5/2021| 3/5/2021| 3/9/2021| 3/12/2021
OBW031221 3/10/2021| 3/11/2021| 3/15/2021
3/13/2021| 3/14/2021| 3/11/2021| 3/16/2021| 2 3/19/2021| 3/19/2021| 3/23/2021| 3/26/2021
OBWOD32621 37242021 | 5/25/2021| 53/29/2021
3/27/2021] 3/28/2021| 3/25/2021| 3/30/2021| 1 a2/2021| as2/2021| 4/6/2021| a/9/2021
OBW040921 4/7/2021| a/8r2021| 4/12/2021
441 D_fl[.'llll 441 1_.-"1D21| 4_.-‘3!2[)11' 471372021 2 47162021 47162021 4/20/2021| 452372021
OBWO041221 a721/2021| a/22/2021| 4/26/2021
4/24/2021| 4/25/2021| 4/22/2021| a/27/2021 1 a/30/2021| as30/2021| s5/4/2021| 5/7/2021
OBWOS07T21 55,2021 5/6/2021| 5/10,/2021
5/8/2021| 5/9/2021| 5/6/2021| 5/11/2021| 2 5/14/2021| 5/14/2021| 5/18/2021| 5/21/2021
OBW052121 5/19/2021| 5/20/2021| 5/24/2021
E_Jrll_fl[.'llll 5_.lr23_.lr1D21| E_le_JrlDlll 5/25/2021 1 5/28/2021| 5/28/2021 6/1/2021 B/4/2021
OBWO0G0421 6/2/2021| &/3/2021| &/7/2021
6/5/2021| 6/6/2021| 6/3/2021| 6/8/2021| 2 6/11/2021| 6/11/2021| 6/15/2021| 6/18/2021
OBWOE1821 Bfle/2021| 6f17/2021| 6/21/2021
6/19/2021| 6/20/2021| 6/17/2021] 6/22/2021| 1 6/25/2021| 6/25/2021| 6/29/2021| 7/2/2021

132



Sample Salary Pay Calendar

Cardinal Salary Pay Cycle - Calendar Year 2021

Pay period End Pay period End .
! psm ! pSME Create Paysheets Confirm Pay PAYDAY T|me[f hteet Due
SM1MMDDYY SM2MMDDYY ate
Offcycle - OSMMMDDYY
11952021 | 152021 152021 1112021 11512021 11412021
DESM011521 1212021 11412021 1192021
012412021 | 1312021 12002021 12612021 2Mi2021 12912021
DESMO0Z20121 12712021 112812021 21212021
Q2/09/2021 | 2MBI2021 21312021 21902021 2Me2021 2M212021
DEMOZ21621 21002021 2M212021 21712021
Q22412021 | 212812021 2712021 21232021 32021 212612021
CDEM020121 212412021 212612021 322021
92021 | H152021 H4r2021 H102021 H1612021 H1512021
OSM031621 IMUZ021 AMB2021 IMTIZ2021
32412021 | 3312021 3192021 HERIZ021 3312021 3302021
OESM033121 H2EIZ2021 32021 412021
41912021 | 41152021 41612021 41212021 4M16/2021 4152021
DSMO041621 41312021 4M15/2021 4/19/2021
412412021 | 413002021 412002021 4126812021 413002021 412912021
CSM043021 412712021 412912021 32021
BIar2021 | BMAZ021 42021 AM0Z021 BM1412021 BM3Z2021
CDSMO051421 5112021 AM32021 T
S2412021 | 83112021 5192021 BIZ5I2021 GiI2021 SZ2812021
CESMO60121 BI2612021 12812021 BI212021
GI9r2021 | GB/15/2021 Q60472021 GBM10/2021 GB/16/2021 GB152021
DSMOB1621 6112021 652021 BMTIZ021
Gi2412021 | G/3002021 BI212021 BI25/2021 TiM2021 GIA0M2021
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}) Process Payroll Subprocesses
/

The Process Payroll business process involves activities performed by SPO to compile all payroll transactions, calculate
earnings, taxes, deductions, and report payroll data.

The Process Payroll business process includes the following three sub-processes:

CREATE :
Who and what should be paid?

CALCULATE
PAYROLL

Calculations of what is paid on paysheets

CONFIRM PAYROLL Finalize pay
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}) Create Paysheets
/

What does create a Paysheet consist of?
A paysheet is a template that pulls data from various =EV,
sources and is used to calculate an employee’s pay
(e.g., job, Pay Group, benefit enroliment, tax setup,
etc.). Batch processes creates paysheets for all
employees that have an active Payroll status for the
pay period.

Calendar

Pay Run ID

What does a Paysheet contain?

A paysheet will contain the data required to calculate
employee pay for each pay period. Information
reflected on employees’ job records and tax data
records will be pulled into the paysheets during the
paysheet creation process.

Pay Group
What happens when the Paysheet is created?
Once created, paysheets will be updated by payroll :
load processes (e.g. SPOT, time and labor, inactive Benefit
employees) with pay information including earnings, Enrollment

deductions, garnishments, taxes.
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/p/ Calculate Payroll

The Calculate Payroll process derives the gross to net pay from the earnings, taxes and deductions. It
IS an iterative process that runs several times as outlined on the Operations Calendars.

The Calculate Payroll process identifies any invalid or missing personal, job, taxes and/or benefit data

that prevents the process from creating the paycheck.

Cardinal will calculate the Fair Labor Standards Act (FLSA) premium rates from what is being loaded

for time and labor (e.g., overtime, shift differentials)

Once calculate payroll runs, you can review the results of paycheck earnings, taxes, and deductions.
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/’) Confirm Payroll
/

Pay Confirmation finalizes payroll, and no further changes can be made to the payroll once pay confirmation runs. The Pay
Confirmation batch process must be run for all on-cycle and off-cycle paysheets.

The Confirm Payroll process updates all balances for earnings, deductions, taxes, and garnishments. The pay confirmation
also reads the direct deposit banking information and assigns check and advice numbers.
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

1. True or False. Payroll Administrators are responsible for creating paysheets.

~

Y4

2. True or False. Paysheets pull data from various sources such as job data, Pay Group, Benefit
enrollment, etc.

AN

Y4

3. True or False. Cardinal will calculate the Fair Labor Standards Act (FLSA) premium rates for agencies
with overtime and differentials.

J
~N

A
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.
4 )
4. Once the runs, no further changes can be made to the current payroll.
a. Create Paysheets
b. Calculate Payroll
c. Confirm Payroll
N\ J
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}j Lesson Summary
/

” Overview of Payroll Processing

In this lesson, you learned

Payroll Processing Overview
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} Lesson
y4
‘ Process Payroll — Create Paysheets

This lesson covers the following topics:

« Create Paysheet Process
* Pre-Sheet Audit Report

* Viewing the Employee Payroll Status
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}) Create Paysheets Process Flow
/

T.1.1
ZP0 Creates Pay
Calzndars

¥

[
PO Creataz Pay
Run Ds

T.1.3
Lgency Executes
Frashest dudt

Processing

r.14
Create
Pay=heets
Exzcules

T2

Pay
Calculabon
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p/ Create Paysheets Overview
/

During the Paysheet Creation process, the system scans all employees and selects the employees scheduled to be paid for
the specified pay period. It recognizes them because their pay groups are related to a pay calendar entry that is associated
with the Pay Run ID.

Paysheets will contain the employee payroll data required to calculate employee pay for each pay period. Information such
as the employee’s Empl ID, compensation rate, and standard hours from the Job Data page and the work state on the Tax
Distribution page will be pulled into the paysheet.

The Paysheet Creation process will create a paysheet for all active employees. Active employees include:

+ Employees who have a Payroll Status of Active.

« Employees who have a Payroll Status of Leave with Pay.

« Employees who have a Payroll Status of Leave of Absence or Terminated for only part of the pay period.

Separate processes will create paysheets for inactive employees in the following situations:

« Employees with approved SPOT transactions. V
« Employees with approved time (e.g., Time and Absence). vV Al
WA \,:-

i

W M..f\

¢

A
=N
(2N :
L

Q

~
S~ X

e
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@ Create Paysheets
/

The agencies do not have access to paysheets in Cardinal. Only SPO will have the ability to access
paysheets to update transactions. Agencies will update paysheets by submitting earnings and deduction
adjustments through SPOT.

SPO has access paysheets to make updates such as one-time tax transactions or if the employee is not to
receive pay and need to uncheck the OK to Pay.

SPO runs a custom program that will create paysheets for inactive employees who have pending time (e.g.,
overtime lag) that needs to be loaded.

SPO will create off-cycle paysheets manually as needed.
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Y

Example of a Paysheet

[ Payline ‘ One-Time Deductions ‘ ‘ One-Time Garnishments ‘ ‘ One-Time Taxes ‘
Company CJS Pay Group TR1 Pay Period End Date  04/10/2021 Page 2
Empl ID Line 2
Empl Record 0 Benefit Record 0 O Manual Check
Check Number Check Date Total Gross Net Pay
Transaction Message o Message
Payline Details Q | 4 A« | 30f3 v| | View All
Addl Line Nbr 2 OK to Pay O override Hourly Rate O No Direct Deposit + ‘ -— ‘
Separate Check ‘ ‘ O Gross-Up Reason ‘ v‘ TL Records
Reg Hours ‘ ‘ OT Hours ‘ ‘ Hourly Rate ‘ 24.038462‘ Reg Salary ‘
Reg Rate Code ‘ Q ‘ OT Rate Code ‘ Q ‘
*Shift | Not Applicable v| *State ‘VA Q‘ Locality ‘ Q‘
Earnings Begin ‘04}04!2021 ‘ Earnings End ‘04!10!2021 ‘ Additional Data
Other Earnings
B Q 1-10f1 v | View All
*Code Seq Nbr Rate Code Hours Rate Amount | Source
BON al | a | Q| | 100.00| OP +‘ —‘
[ Save } ‘ Return to Search ‘ ‘ Previous in List ‘ ‘ Next in List ‘ ‘ Notify ‘ ‘ Refresh ‘
Payline | One-Time Deductions | One-Time Garnishments | One-Time Taxes
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/

s

Viewing the Employee Payroll Status

The HR Status for an employee will be Active or Inactive. The Payroll Status can have various statuses (e.g., Active,
Leave with Pay, Leave of Absence, Terminated). When paysheets are created they are looking at the Payroll Status.

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Empl ID
Employee Empl Record 0
Job Information Details & Q 10f1[v]
Effective Date 05/12/2020 EColloRoni|
Effective Sequence 0 Acfion  Leave of Absence - Unpaid
HR Status Active Reason  Leave of Absence Personal
Payroll Status  Leave of Absence Job Indicator  Primary Job

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Job Code 00202 Librarian of Virginia
............................. Empl ID
Entry Date  05/11/2020 50C Code
Employee Empl Record 0
Supervizor Level Supervisor Name
Reports To Job Information Details &) Q 10f1[v]
RegularTemporary Regular FulliPart  Full-Time .
Empl Class | Non CI. v *Officer Code | N ~
P on Class ™ one ™ Effective Date 01/13/2020 ERENCAT R
Regular Shift Mot Applicable Shift Rate Effective Sequence 0 Action Hire
i HR Status  Active Reazon  New Hire
Classified Ind  Classified Shift Factor
Payroll Status  Aclive Job Indicator  Primary Job .
Licndord 1L Current a

Job Code 19226
Entry Date 01/13/2020
Supervisor Level
Reports To 21463
RegularTemporary Regular

Gen Admin Manager 'V
S0C Code

Supervisor Name

FulliPart  Full-Time

Empl Class | Classified v| *Officer Code | None [v]
Regular Shift Mot Applicable Shift Rate
Classified Ind  Classified Shift Factor

Standard Hours @

Standard Hours 40.00

Work Period WV Weekly
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@ Pre-Sheet Audit Report
/

There are several reports that help prepare for accurate payroll processing. See the HCM Reports Catalog for information
on generating and reviewing payroll reports.

The Presheet Audit Report is recommended to be run prior to paysheet creation. This report identifies potential issues in
employee data, benefits and payroll data prior to paysheets being created (e.g., missing tax data, benefit enrollments in plans
which are not in the benefit program).

The Pre-sheet audit processing in Cardinal consists of running the Pre-sheet Audit Report, reviewing, and correcting any
errors listed on the report.

While it is recommended that errors on the Pre-Sheet Audit Report be corrected prior to the creation of paysheets, the errors
reflected on the Pre-sheet Audit Report will not prevent the successful creation of paysheets.

; Commonwealth of Virginia
maeai__ i
T BT L COVA FRESHEET AUDIT REPORT Run Date: 07/27/2021

Report ID: RPY11l4 Run Time: 09:55 00

Page No. 1 of 1

Company Emplid Empl Rcd # Message

0 Birthdate missing
0 State Tax Date is missing

Error Records: 2
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

Y4
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

1.

True or False. Create paysheet process is based on the employee’s HR Status.

~

Y4

2.

True or False. The Presheet Audit report identifies potential issues in employee, benefit, and payroll
data prior to paysheets being created.

AN
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}) Lesson Summary
/

‘ Process Payroll — Create Paysheets

In this lesson, you learned

« Create Paysheet Process
* Pre-Sheet Audit Report

* Viewing the Employee Payroll Status
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f Lesson
y4
” Process Payroll — Calculate Pay

This lesson covers the following topics:

« Calculate Pay Process Flow

« Calculate Pay Overview

* Review Key Error Reports

* Review the Paycheck Page for an employee
» Create Paysheets for Inactive Employees

« Time and Labor Data Load

« SPOT Transaction Load

» Final Pay Calculation
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}) Calculate Pay Process Flow
/
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@ Calculate Pay Overview
/

Calculate Pay determines earnings, deductions, taxes and net pay for all employees with earnings. Each company and
paygroup assigned to a Pay Run ID will be processed separately from other Pay Runs.

Preliminary Pay Calculation — an iterative process that will be run several times prior to the Final Pay Calculation.
During the payroll processing period a ‘Calculate All' will run each night and a ‘Calculate where Needed’ will run once each
day during business hours.

« Calculate All — calculates for employees who had a paysheet created and the Ok to Pay is checked.
« Calculate Where Needed - calculates pay for employees who have not yet been calculated, employees with errors,
or employees who have had changes since the last pay calculation.

» Create Paysheets for Inactive Employees — Creates paysheets for inactive employees with pending Time and Labor
Data (e.g., creates a paysheet for a terminated employee to pay them lagged overtime).

« Load Time and Labor Data — Loads approved time for employees with paysheets.

 Load SPOT Transactions — Loads approved SPOT transactions for employees with paysheets and creates paysheets for
inactive employees who have pending SPOT transactions (e.g., creates a paysheet for a terminated employee who has
final leave payouts entered on the SPOT).

« Final Pay Calculation — Signals to the system to progress to the pay confirmation and sets the Locked for Confirm

indicator to prevent automatic updates to the paysheet when certain employee pay data are changed, unless final
calculation is rerun.
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//,) Calculate Pay

When the Preliminary Pay Calculation is run with the Calculate Where Needed option, the system recalculates employees
for whom there are changes since the last pay calculation in the following records:

* Paysheet

« Additional pay

* Personal data

 Job Record

* Federal, state, or local tax data

» Garnishment rule, schedule, or specification
* General deductions

* Benefit Deductions

Note: Any online changes after paysheet creation (e.g., termination) or changes that alter the OK to PAY check box should
be reflected after the next pay calculation process runs. If updates are not reflected in the updated reports or Review
Paycheck page, you will need to work with SPO.
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#/ Review Payroll Error Messages
/

The Payroll Error Message Query displays a consolidated list of the payroll error messages generated during the calculation
process. These errors need to be reviewed and addressed by the agency Payroll Administrator. If an employee remains in
error, a paycheck will not be generated for the employee, nor can the payroll be confirmed. The agency should continue to fix
employee errors until this report does not return any rows. This query’s results can be downloaded to Excel if desired.

To navigate to the Payroll Error Message Query use the following path:

Navigator > Reporting Tools > Query Viewer >V_PY_MESSAGES

V_PY _MESSAGES - Payroll Error Messages

Pay Run ID [\ 1072420 Q
Company ABG |Q

‘ View Reslts ‘

No matching values were found.

Row  MsglD Company Paygroup Pay Period End 0ff Cycle Page Line Nbr Empl 1D Empl Record Msg Data Msg Data Msg Data Descr Instance
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/;/ Payroll Error Messages
/

Payroll Administrators will review the reports and correct any errors in Cardinal. If the Payroll Administrator is unable to
resolve any errors, they will work with SPO to resolve those errors. Any errors not resolved will result in the employee not
receiving a paycheck.

Here is a list of typical errors that you will see on payroll reports:

* The deduction code displayed below is not found in the Deduction Table
* Employee missing birth date

« Tax Data not found

* No Ul Jurisdiction

» Inactive Earnings Code

* Negative Gross Pay

» Dependent not enrolled

For more information on payroll errors and how to resolve them, refer to the job aid titled PY381 Resolving Common Payroll
Errors, located on the Cardinal Website in Job Aids under Learning
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’) Review Paychecks
/

After pay is calculated, agencies can review
employee paychecks for earnings, deductions
and taxes on separate tabs. To review a
paycheck, navigate to the Review Paycheck
page using the following path

¢ Paycheck Earnings Review Paycheck

| Paycheck Earnings ‘ Paycheck Taxes

Paycheck Deductions

Empl ID MName

Company BGCC Pay Group SM1 Pay Period End  01/09%/2020 Page 1 Line 2 Separate Check
. . Paycheck Information Paycheck Totals
Navigator > Payroll for North America >
Pa.erII PrOCGSSIng USA> Produce PaerII > Paycheck Status  Calculated Paycheck Option Check Earnings 2,083.33
Revi =) heck Issue Date  01H6/2020 Paycheck Number Taxes 506.04
eview ayC ec Off Cycle Reprint Adjustment Corrected Cashed Deductions 0.00
Net Pay 1,577.29
See the job aid titled PY381: Overview of the
Review Paycheck Page for more details and
information. This job aid is located on the ¥ Eamings Q 1of3w| > M | Viewal

Cardinal Website, in Job Aids under Learning.

Begin Date  01/0%/2020 End Date  01/09/2020 Addl Line Nbr Reason Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Overtime
Hours 16.00 Hours 0.00 Hours 0.00
Rate 48.076923 Rate 0.000000 Rate 0.000000
Earnings 69445 Earnings 0.00 Earnings 0.00
Rate Code Rate Code

Rate Used Hourly Rate Shift Mot Applicable Shift Rate

State WA

Locality
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V4

The Paycheck Earnings tab will populate by default.
The tab consist of four sections, Header section,
Earnings, Other Earnings, and Special
Accumulators.

* Header — displays the employee information,
paycheck totals and paycheck information.
« Paycheck Status - calculated, confirmed
« Paycheck Option — check, advice
« Paycheck Number — displayed when
confirmed

« Earnings — provides a breakout of the paycheck
total earnings by FLSA workweek during the pay
period.

« Other Earnings — reflects the holiday and absence
hours, additional pay, SPOT earnings, and Time
and Labor as applicable to employee. This also
provides a breakout of the paycheck total earnings
by FLSA workweek during the pay period.

 Special Accumulators — used to create a
collective total of specific groups of earnings codes.

» Review Paychecks — Earnings Tab

< Homepage Review Paycheck

Empl ID

Company BCGC

Paycheck Information

Off Cycle Reprint

~ Earnings

Begin Date  11/24/2019
Empl Record 0

Paycheck Earnings Paycheck Taxes

Paycheck Status  Confirmed
Issue Date  11/29/2019

Name

Pay Group  SM1

Paycheck Deductions

Pay Period End  11/24/2019

Paycheck Option Check
Paycheck Number 70022256

End Date 11/24/2019
Benefit Record 0

Earnings 2,083.33
Taxes 508.60
Cashed Deductions 0.00
Net Pay 1,574.73
Q iof3~| »
Addl Line Nbr Reason Not Specified
Additional
Overtime

Shift  Not Applicable

Salaried Hourly
Hours  0.00 Hours .00
Rate 48076923 Rate  0.000000
Earnings  0.00 Earnings  0.00
Rate Code
Rate Used Hourly Rate
State VA Locality
Other Earnings
m a
Other Earnings Details 1 Other Earnings Details 2 113

Code Description Rate Used Hours
~ Special Accumulators

m Q
Code Description
403 Annuity Basis
457 457 Max Basis
941 841 Total Gross
CMS Fiscal YTD Salaries for APA
GRS Reserved for Gross Wages
ORP Optional Retirement Base
RGA Regular Pay for Stub
ul Unemployment Insurance Rpt

Return to Search Previous in List Next in List Notify

Hours

40 00

40.00

40.00

36.00

36.00

40.00

40.00

40.00

Page 1 Line 1

Paycheck Totals

Hours  0.00
Rate  0.000000

Earnings 0.00
Rate Cod
Shift Rate
1-1 of 1[~
Rate Amount Source

1-8 of 8[v|
Earnings Empl Record
2,083.33 0
2,083.33 0
2,083.33 0
2,083.33 |0
208333 0
2,083.33 |0
2,083.33 0

208333 0

Separate Check

B View All
Data

| View All
View All
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#/ Review Paychecks — Earnings Tab
/

The Other Earnings section of the Earnings Tab reflects the holiday and absence hours, additional pay, SPOT earnings,
and Time and Labor as applicable to employee.

The Source Code field displays OP when it is a SPOT transaction.

F’\.ﬁﬂ\ww\ﬁmw Wwwﬂm\ﬂ"mﬁ”-*—%*ﬁdjw\w%m\ﬁﬂ
Other Earnings

= Q, 1-2 0f 2 ~ | View All _%
7 Other Earnings Details 1 7 Other Earnings Details 2 1»
Code Description Rate Used Hours Rate Amount Source ;
PRW Premium Reward Hourly Rate 3.87 f
VRS VRS Contribution Base Hourly Rate 3,841.71 %

w%WWUWMNV*wwMﬂ

Other Earnings

B Q 1-10f1 ~ View All
Other Earnings Details 1 Other Earmnings Details 2 1>
Code Description Rate Used Hours Rate Amount | Source
BON MNon-discretionary Bonus (FLSA) Hourly Rate 150.00) OP

D I N I N N A N N Y SV N
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// Review Paychecks — Earnings Tab

The Special Accumulators section of the Earnings tab is used to create a collective total of specific groups of
earnings codes (e.g., benefits, retirement).

¥ Special Accumulators
5 Q 1-11 of 11 ~ | View 8

Cecde Description Hours Earnings Empl Record
403 Annuity Basis 896.00 223333 0

457 457 Max Basis 86.00 223333 0

941 941 Total Gross 96.00 223333 0

CBS VRS Creditable Compensation 1,946.92 | 0

CMB Fiscal YTD Bonuses for APA 160.00 O

CMS Fiscal YTD Salaries for APA 896.00 208333 0

GRS Reserved for Gross Wages 96.00 223333 0

ORP COptional Refirement Base 96.00 208333 0

OTE Other Earnings 150.00 O

RGA Regular Pay for Stub 96.00 208333 0

Ul Unemployment Insurance Rpt 96.00 208333 0
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» Review Paychecks — Taxes Tab
/

The PayCheCk TaXeS tab diSpIayS informatlon Paycheck Eamings Paycheck Taxes Paycheck Deductions
about taxes taken from the employee’s paycheck. Empl 1D Name
The Header Sect|0n Comes over from the Company BCC Pay Group SM1 Pay Period End 11/24/2019 Page 1 Line 1 Separate Check
E . b Paycheck Information Paycheck Totals
arnlngs ta ) Paycheck Status  Confirmed Paycheck Option Check Earnings 208333
Issue Date  11/29/2019 Paycheck Number 70022256 Taxes 508.60
. . Off Cycle Reprint Adjustment Corrected Cashed Deductions 0.00
There are two sections on this tab: Netpay 157473
+ Taxes — this section contains two Tax Details - Taxes
tabs. Each tab displays information about the S S
Tax Details 1 Tax Details 2 Tax Tips 1>
taxes the employees pays. _ , , _
. Tax Entity State Resident Locality Locality Name Tax Class Taxable Gross Tax Amount
« Tax Details 1
. US Federal MED/EE 2,083.33 30.21
« Tax Details 2
. . . . US Federal OASDIEE 208333 12917
« 1042 Taxes — this section is for foreign
. US Federal OASDIER 2083.33 129.17
national employees whose taxable wages and
. . US Federal Withholdn: 2,083.33 250.94
tax withholdings are reported on a 1042-S form :
State VA Unempl ER 2,083.33
(rather than a W-2), these amounts are shown
State VA Y Withholdng 208333 9828

in the Taxes and 1042 Taxes sections.

* 1042 Taxes

H Q 1-1of 1[v] View All
State Country Tax Rate Taxable Gross Tax Amount Income Code Income Type Withholding Allowance
0.000000 0.00
Return to Search Previous in List Next in List Notify

Paycheck Eamings | Paycheck Taxes | Paycheck Deductions
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#/ Review Paychecks — Deductions Tab
/

The Paycheck Deductions Tab displays all
deductions, including garnishment. The Header
section will come from the Paycheck Earnings tab.
There are three sections:

« Deductions — list of all the employee and
employer deductions, deductions codes, and
descriptions. There are three Deductions
Details tabs:

» Details 1 — general deductions (e.g.,
parking, funds)

» Details 2 — benefit deductions (e.qg.,
medical, savings)

» Details 3 — refunds or additional pay

« Garnishments — list any garnishments
payments (e.g., writ, child support). See the
next slide for more information on
garnishments.

* Net Pay Distribution — direct deposit
information for the employee.

Paycheck Sarnings | Baycheck Taxes | Paycheck Deductions |
Empl ID Name
Company DGS Pay Group SM1 Pay Period End  (5/24/2020 Page 7 Line 12 Separate Check
Paycheck Information Paycheck Totals
Paycheck Status  Confirmad Paycheck Option Check and Advics Earnings 250183
Issue Date 08/01/2020 Paycheck Number 70035283 Taxes 67083
Off Cycle Reprint Adjustment Correctad Cashed Deductions 52403
Net Pay 1305.07
* Deductions
H Q Bofd W View All
Deduction Details 1 Dieduction Detgils 2 Deduction Detmilz 2 | I
Deduction Code Description Class Amount Calculated Base
CMVAHAW COVA Health Aware Before-Tax 850
CUEHAW COVA Health Awars Nontsxsbls Bensfit 33850
FLXMED Medical FSA Before-Tax 13.33
FLXDCR Dependent Care FEA Before-Tax 000
GARN Gamishment After-Tax 47810
GRNFE2 Garnizhment Fea Afrar-Tax 5.00
» Garnishments
* MNet Pay Distrnibution
m Q 1-20i2 W View All
Check/Advice Number Account Type Bank ID Account Number Amount
G0167114 Checking 251082615 FAHN2345 500.00
70035283 lzzus Chaek 20547
Return to Search | Previous in List Nextin List Notify
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},) Review Paychecks — Deductions Tab
/

The Garnishments section of the Deduction Tab lists any garnishments payments (e.qg., writ, child support).

Priority 1

Law Source VA
Disposable Earnings
Less Exemption
Less Other Garnishments
Maximum Deduction
Limited Amount
Garnishment Amount
Company Fee
Payee Fee

Total Deducted

ID 000001

Vendor CHESTERFIE-066

1,737.43
1,303.07

434 .36

434 .36
434 .36

434 .36

Q | 1of1 v

Type Taxlevy
AP Status

Rule ID GENERAL General Exemption

Proration Rule ID

Limited Type Deduct Not Limited

Adjusted Due To Included Fee

Wiews All

163



/jj Payroll Reports
/

Payroll reports will be generated and reviewed by the agency after each Preliminary Pay Calculation runs iteratively. When
the reports are run after the pay confirmation, the word ‘Confirmed’ will be included in the report header. There are several
reports that help prepare for accurate payroll processing.

Other Earnings
Register

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA Other
Earnings Register

Displays all earnings hours and amounts entered
in the Other Earnings section of the paysheet.

Payroll Register

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA Payroll
Register

Displays employee gross to net pay including
hours and amounts.

Salary Rate and
Regular Pay
Comparison Report

Navigator > Payroll for North America > Payroll
Processing USA > Pay Period Reports > Salary Rate
Comparison Report

Lists employees where current pay period
earnings is different than per pay period
compensation on their job record.

Deductions Not
Taken

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA Deductions
Not Taken

Deductions that were not taken during the pay
period, including the reason the deduction was
not taken.

Employees Not
Processed

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA EE Not
Processed

Employees on the paysheet with the “OK to Pay”
box unchecked. All hourly employees have “OK
to Pay” unchecked unless time has been loaded
from TA.
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}) Payroll Reports (continued)
/

Navigation Description

Deductions Register

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA Deduction
Register

Displays employee deductions withheld on the
current paycheck.

Deduction Amount
Change
Comparison Report

Navigator > Payroll for North America > Payroll
Processing USA > Pay Period Reports > Deduction
Change Amount Report

Lists employees with Deduction Amount changes
between the paysheet for the current pay period
and what was processed for the previous pay
period.

COVA Payroll
Summary Report

Navigator > Payroll for North America > Payroll
Processing > Pay Period Reports > COVA Payroll
Summary

This payroll summary shows paycheck details
including amounts, earnings, employee
deductions, employer contributions, employee
and employer taxes by Run ID by Company.

Uncheck OK to Pay

Navigator > Reporting Tools > Query > Query Viewer >
V_PY_UNCHECK_OK_TO_PAY

Custom query to show employees with multiple
jobs in concurrent pay runs where the 'OK to
Pay' has been unchecked on one pay run to
prevent errors while confirming the second pay
run.

For more information on generating and reviewing payroll reports, refer to the HCM Reports Catalog located on the Cardinal

website.
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7 Payroll Reports — Other Earnings Register
/

Other Earnings Register - displays all earnings hours and amounts entered in the Other Earnings section of the paysheet.

To navigate to the Other Earnings Register use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Other Earnings

Register

Raport ID: REYDEB

Commonweal th of Virginia

COVA OTHER EABNIMGS REGISTER

Run Date: 02/18/2021
Run Time: 11:02 00

Company DGE Depactm=nt of General Services
Pay Period End O5/24/2020
Pay Group EM]1 Semimonthly (lass (SATFRIDT)

Earnings HCE Workers Comp Supplement
Separate
Employes ID Hame Check ID

Other Earnings Total

Pay Greup Total

Pay Pariod Total

Company Total

Hours

Current Periad

Amaunt

350.00

350.00

3,04z2.12

3,04z2.12

3,04Z.12

Hours

=]

Month-to-Date

Amount

330.

330.

3,418,

3,418,

3,118,

Quarter-to-Dete

Hours

Amount

350.00

350.00

T,175.49

T175.49

T,175.49

Page No. 42 aof 33

Hours

Year-to-Date

Amount

14,702,

14,702,

14,702,

.od

.0

23

23

23
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/p/ Payroll Reports - Payroll Register

Payroll Register displays employee gross to net pay including hours and amounts.
To navigate to the Payroll Register use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Payroll Register

g Conmonvesten of vizginia
s
T ST L COVA PAYROLL REGISTER Run Date: O07/28/2021

Report ID: RPY137 Bun Time: 12:52 00

Fage Mo. 1 of 7

Company : CJS Dept of Criminal Justice Swvcs

Fay Feriod End:=04,09/2021 onsoff Cycle

Fay Group TR2 Semimonthly Class (SUNSATOT)

Employes HName/ID Form ID ———— REGULAR ===== > €=== OVERTIME ===3 <======== OTHER ======== >

Dept. ID Business Unitc Hours Earnings Hours Earnings Type Hours Earnings cross Pay Taxes Type Deductions Code mec Fay

Check Date Check No.o

40 .00 B86B.08 VRS 1,027.16 W 2,08zx.332 115.71 CASEDI Z24.50 O0-DCGPREB 1,431.5% O
40.00 BE6E.05 WRE 1,027.15 ® 27.08 MEDI 0.15 O0-DOAFEE

10230 14000 16.00 347 .22 WRE 410.836 W TB.ZB WASEWT 9.79 00-CFTLIF

c4/16,2021 T2.89 00-FPSTTAX

86.00 10-CWwARHAW
112.00 E0-FLXMED
SEB.61 TO0-HVEMDE
24.65 TE-HYEMDC
2.10 BAEZ-FLXFEE

Department Total @6 .00 a_od o.oo0 2,083%_33 430_.69 1,431 .59
2,083 _33 a_od 2, 465_17 221 .08 o.o0
1,431.59 U

40 .00 8E6E.08 MMT Q.38 2,355.33 123.69 OASDI Z4 .50 0O0=-DEPREE 1,560.40 O
VRS 1,6837.99% N 21.27 MEDI 122.00 10-CVACRE
10320 14000 40.00 BEE.05 MHT a.3s8 106.48 FWT 40.00 49-CEFCHP
o4 /16/,2021 WRE 1,887.%3 ® B2 .83 WASWT 50.00 B0-FLXMED
16.00 347 .22 BOH 250 .00 202.56 TO-VRSERET
MNT 3.74 2.10 AEZ-FLXFEE
WRE 687519 W
Department Total 26.00 a.oco o.o0 2,355.a3 441.18 1,560.40
2,083_33 a_oo 4,323 &7 354 _27 o000

1,560 .40 U

Source Legend: K = Batch Final L = On-line Final © = oOn-line ™ = Not added te Gross Fay 167
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7 Payroll Reports - Salary Rate and Regular Pay Comparison

Report

Salary Rate Comparison Report lists employees where current pay period earnings is different than per pay period
compensation on their job record.

To navigate to the Salary Rate and Regular Pay Comparison use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Salary Rate Comparison
Report

Commonwealth of Virginia

]
CCARDINAL

Report ID: RPY086

SALARY RATE AND REGULAR PAY COMPARISON REPORT Run Date: 06/02/2021

Run Time: 02:46 00

Company: ABC Payroll Status - Confirmed 06/02/2021 02:46 00 Page No. 1 of 27

Employee ID Employee Name Comp Rate Pay Pay Type Amount.

Rwra
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/) Payroll Reports — Deductions Not Taken

Deductions Not Taken displays deductions that were not taken during the pay period, including the reason the deduction
was not taken.

To navigate to the Deductions Not Taken report use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Deductions Not Taken

Commonweal th of ¥Wirginia

COVA DEDUCTIONS HOT TAKEWN REEORT Bun Date: 02/18/2021
Beport ID: RPYL4D Bun Time: 11:03 00

Page BMo. 13 of 31

Company: DOk Departme=nt of hccounts
Pay Period End: O05/24,/2020 Aon/GEf Cyele CONEIRMED
Bay Ded . Ben Amount Reason Added to Arrearcs Check
Employes= ID0D HMame Group Code Dednc-tion Rcd Hot Taken Mot Taks=n Arrears? Balance [
EMIL RGYMEC Mgy Misc aog 100.00 M H=t aqoooanDTa035345
EM]1 FLXEDOCR DplCr FEA 0 1,866.6T7 M He=t aqoooaooTa03E5355
Pay Pericd Total 1,786 &7 a.o0
Company Total 1,766_&7 a.oo
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» Payroll Reports - Employees Not Processed
/

Employees Not Processed — shows employees on the paysheet with the “OK to Pay” box unchecked. All hourly
employees have “OK to Pay” unchecked unless time has been loaded from TA.

To navigate to the Employees Not Processed report use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA EE Not Processed

E gg
AW PO L

Report ID: RPY141

Commonwealth of Virginia

EMPLOYEES NOT PROCESSED IN CURRENT PAYROLL Run Date: 06/02/2021
Run Tima: 02:22 00

Company: CJS Dept of Criminal Justice Svcs
Pay Period End:04/10/2021
Pay Group TRl Training Test Paygroup 1

Employee Name Employee ID

Page No. 1 of 3

Business Cmmmm REGULAR ======m > <= QVERTIME =-> Cmmm e OTHER ====m==————

Dept Id Unit Page/Line/Addl Hours Earnings Hours Type Hours Earnings
10230 14000 1 1
10230 14000 1 1 1
10320 14000 2 1
10320 14000 2 1 1
10320 14000 2 2
10320 14000 2 2 1
10320 14000 2 3
10320 14000 2 3 1
10330 14000 3 1
10330 14000 3 1 1
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74 Payroll Reports — Deductions Register
/

Deductions Register — displays employee deductions withheld on the current paycheck.

To navigate to the Deduction Register report use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Deduction Register

Commonwealth of Virginia
A

CARDIMNAL
Report ID: RPYlde

COVA DEDUCTION REGISTER Run Date: 0171172021
Fun Time: 02:09 00

PFage No. 16 of 1921
Company AEC Alcchelic Beverage Control

Pay Pericd End 05/09/2020
Pay Group  SM1 EZemimonthly Class (FRITHUOT)

Deducticn  AGPRKR Agency Parking Post Tax

Type zeneral Deduction
Ban Current Refund Amt. From Emount Reason Month Cuarter YeaT Eoa
Employes ID Name Red Amount Amount Arrears Hot Taken Mot Taken To-Date To-Date To-Date Amount
999 10.00 20.00 ip.co 70.00
Deduction Total 10.00 0.00 0.00 Q.00 20.00 ip.co 70.00
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7 Payroll Reports — Deduction Change Amount Report
/

Deduction Change Amount Report lists employees with Deduction Amount changes between the paysheet for the current
pay period and what was processed for the previous pay period.

To navigate to the Deduction Amount Comparison Report use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Deduction Change Amount
Report

Commonwealth of Virginia
g
ONCHAL DEDUCTION AMOUNT CHANGE COMPARISON BETWEEN PAY PERICDS Run Date: 06/02/2021
Report ID: RPY(89 Run Time: 12:19 00
Company: UMW - University of Mary Washington Page No. 2 of 2
Current Pay End Date: 10-NOV-2019
Prior Pay End Date: 27-0CT-2019
Empl ID Empl  Empl Name Department Deduction Deduction Plan Current Prior Reason Deduct
Rod Status 1D Type Class Type Amount Lmount Not Taken
) A 501201 Found 2 A 00 10.00 0.00
) A 205701 Def Comp B 43 125.00 0.00
) A 205500 Found 1 A 00 312.50 0.00
) A 205001 Admn Fee A 00 0.35 0.00
) A 205001 Annuity B 46 600.00 0.00
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y Payroll Reports — COVA Payroll Summary Report
/

The COVA Payroll Summary Report : o
shows paycheck details including amounts, g me—— o —

US PAYROLL SUMMARY REPORT Run Date: 07/29/2021

earnings, employee deductions, employer Report 10 Re¥ide Run Time: 10:21 00
contributions, employee and employer
taxes by Run ID by Company. Company:  CJS

Fay Period End: On/0ff Cycle
Fun ID: TR10410

Page No. 1 of 7

To navigate to the COVA Payroll pay Check Summary
Summary Report use the following path: R Chacks (ncluding oomiine)

Count Total Gross Total Taxes Total Deductions Net Pay

15 28657.43 5462.86 3532.08 19662.49

Navigator > Payroll for North America >
Payro” ProceSSing > Pay PeriOd Reports Count Total Gross Total Taxes Total Deductions Net Fay
> COVA Payroll Summary Report oo e A e —

On-line Checks

Batch Final Checks

Count Tetal Gross Total Taxes Total Deductions Net Pay

On-line Final Checks

Count Total Gross Total Taxes Total Deductions Net Pay

Pay Earnings Summary

Hours For Earnings For Earnings For
Regular Fegular Regular Regular Overtime Overtime
Count Earnings Earnings Hours Hours Hours Hours
43 LEE66, 64 768 0.00 Q.00 0.00 Q.00
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p/ Payroll Reports — Uncheck OK to Pay
/

Uncheck OK to Pay shows employees with multiple jobs in concurrent pay runs where the 'OK to Pay’ has been unchecked
on one pay run to prevent errors while confirming the second pay run.

To navigate to the Uncheck OK to Pay use the following path:

Reporting Tools > Query > Query Viewer >V_PY_UNCHECK_OK _TO PAY

V_PY UNCHECK_OK_TO PAY- EE with multiple Open Payrolls

Hao metching values were found,
Row Check Date Pay Period End Date Company Pay Group Emgl ID Employee Namea Employee Record Employee Gross Ezmings Employee Hours
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}) Pay Calculation — Create Paysheets for Inactive Employees
7/

The Create Paysheets process creates paysheets for active employees.

There are situations when time needs to be paid for inactive employees. The most common situation is when an employee is
separated, and their overtime pay was not included in the last paycheck due to overtime being paid on a period lag.

The Create Paysheets for Inactive Employees process will create a paysheet for any inactive employee who has approved
time in Time and Labor that is pending payment. Creating the paysheet enables the Load Time and Labor process to load
the approved time to the employees paysheet. This process will run during the nightly pay calculations as well as the pay
calculations run during the day.

Create Load Load

Paysheets Pay

Calculation

for Inactive Time SPOT
Employees And Labor Transactions

This iterative process will occur each night and at least once during each
business day for the 4-5 days prior to pay confirmation
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}) Pay Calculation — Load Time and Labor
/

SPO will run a program to load approved time from Time and Labor prior to each pay calculation cycle.

Employees and agency Timekeepers will key time into timesheets and submit for approval. Authorized timesheet approvers

will then approve the time.

The Load Time and Labor process will pull all the approved time for employees included in the current payroll calculation.
This will occur during the nightly pay calculations as well as the pay calculations run during the day.

After Pay Calculation is complete, the earnings for the time will be visible to review on the Review Paycheck page and on

the payroll reports.

Create Load Load
Paysheets

for Inactive Time SPOT
Employees and Labor Transactions

This iterative process will occur each night and at least once during each
business day for the 4-5 days prior to pay confirmation

Calculation
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#/ Time and Labor Data Load — Wage Employees
/

The load time and labor process loads approved payable time into Payroll for processing. Limited additional earnings (e.g.,
shift differential) come through the timesheet and others will be entered in SPOT. This process will vary based on the type of
employee.

Hourly (wage) employees
« All approved payable hours (e.g., regular, overtime, and premiums) are loaded from TA.
» There is no lag for wage employees. All regular, overtime hours are sent in the current pay periods.

» Prior period adjustments can be entered onto timesheets and will be loaded to paysheets as appropriate in the pay period
that is open.
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},\/ Time and Labor Data Load — Salaried Employees
/

Salaried employees

Extended Absences such as Short-Term Disability (STD) and Workers Compensation (WC) will be entered on the
timesheet and will not be loaded to the paysheets. Payroll Administrators will calculate the pay due to the employee and

enter the transaction in SPOT.
« The hours entered in TA are used for cost allocation of the pay that is entered into SPOT.

Absences (Vacation, Personal, Sick) entered on the timesheets will be loaded to the paysheets on a lag. They will show in
calculations on the paylines but will not show on the employee’s paycheck, as the employee will only see regular earnings.

« Payroll Administrators will be able to view a distribution of hours calculated on the Review Paycheck page.
Employees will only see their semi-monthly Regular pay via the ESS.

Payroll will be confirmed prior to timesheet completion. Once timesheets are completed, the Custom Allocation Process
will distribute the pay processed during the confirmation to the hours on the timesheet.

« Salary regular pay is automatically generated during the Create Paysheets process.
« Any regular hours entered in TA is not sent to Payroll. These hours will be used for Cost Allocation.
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/’) Time and Labor Data Load
/

It is important that the Payroll Administrator works closely with the TL Administrator and Absence Administrator to ensure time
and absences are approved and ready for payroll processing. TL and Absence Administrators have several reports they run
throughout the period to verify time and absences are entered and approved to ensure they can be picked up by the load
process.

There may be times when the TL Administrator and/or Absence Administrator will communicate the need for SPOT
transactions to be processed for an employee (e.g., pay docking, short term disability, leave payout).

TL/Absence Administrators Payroll Administrator

Run reports to ensure time and « Communicates with TA and AM

absences are ready for payroll ;i Admins about time or absence
processing (make updates as iIssues (e.g., rejected by Payroll,

appropriate) missing time)
Communicates need for SPOT Enter SPOT transactions as
transactions as appropriate appropriate

(e.g., pay docking, short term

disability)
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Time & Labor to Paysheet Query

The Time and Labor to Paysheet Posted Query will display hours posted to paysheets from Time and Labor and to validate
data loaded to paysheets from Time and Labor. To navigate to the Time and Labor to Paysheet Posted Query use the
following path:

Navigator > Reporting Tools > Query Viewer >V_TA TL PAYSHEET POSTED

V_TA_TL_PAYSHEET_POSTED - Time & Labor To Pay Sheet Post

Business Unit 14000 |Q
Dept 1D | 10540 Q
Empl ID Q

Pay End Date |04/10/2021 |5

Empl Type [ Hourly v

Download results in: - Excel SpreadSheet CSV Text File XML File (5 kb)

View All First 1-150f 15 Last
Row Name EMPLID Empl Record Position Number Dept ID Business Unit Date TRC Deser Pay Sheet Posted Hours Payable Status Payable Reason Code Pay Group Pay Period End
1 0 CJscJosn 10540 14000 0372972021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 04110/2021
2 0 CJSCJosn 10540 14000 0313072021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 04110/2021
3 0 CJscJosn 10540 14000 0313172021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 04010/2021
4 0 CJsCJosn 10540 14000 04/0172021 RGHA  Regular Earnings - Hourly 2.000000 TP TR1 04110/2021
5 0 CJscJosn 10540 14000 0470272021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 04010/2021
f 0 CJsCJosn 10540 14000 04/05/2021 RGHA  Regular Earnings - Hourly 2.000000 TP TR1 04110/2021
7 0 CJSCJosn 10540 14000 04/08/2021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 041042021
& 0 CJsCJosn 10540 14000 04/0772021 RGHA  Regular Earnings - Hourly 2.000000 TP TR1 04110/2021
] 0 CJSCJosn 10540 14000 0470872021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 041042021
10 0 CJscJosn 10540 14000 0470972021 RGHA  Regular Earnings - Hourly 8.000000 TP TR1 04110/2021
1 0 CJSCH 10540 14000 0372872021 RGHA  Regular Earnings - Hourly 7.000000 TP TR1 041042021
12 0 CJsch1i 10540 14000 0313072021 RGHA  Regular Earnings - Hourly 7.000000 TP TR1 04110/2021
13 0 CJsCh1n 10540 14000 0313172021 RGHA  Regular Earnings - Hourly 7.000000 TP TR1 04110/2021
14 0 CJsch1i 10540 14000 04/0172021 RGHA  Regular Earnings - Hourly 7.000000 TP TR1 04110/2021
15 0 CJsC1n 10540 14000 0470212021 RGHA  Regular Earnings - Hourly 7.000000 TP TR1 04110/2021
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s/ Time & Labor to Paysheet Error Query

The Time & Labor to Paysheet Errors query shows what was rejected by Payroll but does not give a reason, it will only
display the hours rejected by Payroll. Payroll Administrators will work with TL Administrators/AM Administrators to correct
errors in Time and Labor, and the data will go back through the Time and Labor process to load data to paysheets again.
To navigate to the Time and Labor to Paysheet Errors use the following path:

Navigator > Reporting Tools > Query Viewer >V_TA_TL _PAYSHEET REJECTED

V_TA_TL_PAYSHEET_REJECTED - Time & Labor to Paysheet Error

Business Unit (15100 |3,

Dept 1D [23100 v
Employee ID Q
| Wiew Results |

Downlosd results in:  Excel SpreadShest G5V Text File XMLFile (2 k)

Wiew Al First 148 of @ Last
Row Emgl ID Empl Record MName DeptID Business Unit Date Pay Sheet Posted Hours Pay End Date Payable Status
1 0 23100 15100 1111272018 7.000000 1200872018 RF
2 0 23100 15100 1111372018 7.000000 1200972018 RF
3 0 23100 15100 1111412018 7.000000 1200872018 RF
4 1] 23100 15100 1111572018 7.000000 120092018 RF
5 0 23100 15100 1111872018 -1.000000 12/08/2018 RF
5 i} 23100 15100 1111872018 -1.000000 1200872015 RF
7 0 23100 15100 112002018 -1.000000 1200872018 RF
b3 i} 23100 15100 1112152018 -1.000000 12008/2018 RF
g 1] 23100 15100 112212018 -1.000000 120082015 RF
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}) Pay Calculation — Load SPOT Transactions
/

SPO will run a program to load approved SPOT transactions prior to each pay calculation cycle.

Agency Payroll Administrators will key SPOT transactions in batches and submit for approval. Agency SPOT approvers will
then approve and close the batches which submits them to payroll for processing.

The Load SPOT Transactions process will pull all the approved transactions for employees included in the current payroll
calculation. This process will create a paysheet for any inactive employees who have approved SPOT transactions pending
payment. This will occur during the nightly pay calculations as well as the pay calculations run during the day.

After Pay Calculation is complete, the SPOT transactions will be visible to review on the Review Paycheck page and on the
payroll reports.

Create Load Load
Paysheets

Pay

for Inactive LlmE SPOT Calculation

Employees And Labor Transactions

This iterative process will occur each night and at least once during each
business day for the 4-5 days prior to pay confirmation
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/’) ldentifying Balances for Leave Payout
/

Sometimes an employee is no longer eligible for leave (e.g., separating from the state, retiring, moving from non-exempt to
exempt) and may be eligible for a payout of some or all leave balances. When this occurs, leave payout will be entered into
SPOT and there must be coordination between multiple Cardinal functions for the leave to be paid out accurately. The leave

balances should be validated before being paid out based on the agency policy.

The flow below provides a high-level view of the process.

HR TL/Absence

« Initiating Action * Determines leave
(e.g., termination, balances that need to

moving from non-exempt be paid out

to exempt, separating « Informs Payroll Admin

from the state)

: » Clears leave balances
HR informs TL/ Absence as appropriate
Administrator

Payroll (PY)

» Calculates the amount
due the employee

 Enters a SPOT

transaction to pay out
leave

» Verifies payout
processed on paycheck
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@ Pay Docking and Unpaid Leaves of Absence
/

Pay Docking

LNP (Pay Dock) is entered on the timesheet but will not be loaded into the paysheets through the Time and Labor Load.
Payroll Administrators will calculate the amount to be docked and then enter the transaction in SPOT.

There are two key reports to identify employees who are in a situation that would lead to pay dock:

 Dock Unpaid Absences Report — list of all employees with LNP on the timesheet and can be used by all Payroll
Administrators.

* Ineligible Forecasted Absence Events Report — list of all employees that may go into a pay docking situation and can
be used by agencies using Cardinal Absence Management.

Leave of Absence

HR updates the employees Job Data Record to place the employee in a LOA status with an Effective Date.

« If the Effective Date is the beginning of the pay period, no paysheet will be created.

« If the Effective Date is in the middle of the pay period, a paysheet will be created. Payroll Administrators will validate the

accuracy of the payment and enter adjustments in SPOT, if needed.
« The Leave of Absence Report — lists employees on a Leave of Absence.
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/;/ Pay Calculation — Final Pay Calculation
/

The Payroll Calculation is an iterative process that will run until all errors are corrected and all approved agency input (time
and SPOT transactions) are loaded. Once the payroll is ready to complete, a Final Payroll Calculation runs which locks the
payroll for confirmation, there will no longer be changes made to employee data.

When final payroll calculation is run, no more changes can be made by the agency. If you discover critical issues after final
calculation, there is a small window of time where you can contact SPO to request changes before Confirm Payroll runs.
Confirm Payroll finalizes pay for the current payroll.

SPO will review and address any payroll error messages one final time after Final Pay Calculation is run. SPO will also
review any applicable reports to ensure the payroll is ready for confirmation.




}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

1. True or False. Calculate Payroll process identifies any invalid or missing personal, job, taxes, and/or
benefit data that prevents the process from creating the paycheck.

~

Y4

2. is responsible for running the processes and providing the payroll calendar. are
responsible for providing input to the payroll as well as reviewing error reports and payroll output
reports for accuracy.

a) Payroll Administrators and SPO

b) PPS and Payroll Administrators

c) SPO and Payroll Administrators

d) PPS and SPO

AN

Y4

3. True or False. Once final calculation has been run, you can no longer make any changes in Payroll.

AN
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}j Lesson Summary
/

” Process Payroll — Calculate Pay

In this lesson, you learned

« Calculate Pay Process Flow

« Calculate Pay Overview

* Review Key Error Reports

* Review Employee Paycheck

» Create Paysheets for Inactive Employees
« Time and Labor Data Load

« SPOT Transaction Load

» Final Pay Calculation
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f Lesson
y4
‘ Process Payroll — Confirm Pay

This lesson covers the following topics:

« Overview
* Pre-confirm Audit Processing

« Pay Confirmation Process
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}j Confirm Pay Process Flow
/

7.2
Pay
Calcislation

ag

[ 731 s e 733 9.0
Fay SPO E xecutes Pay PO and Agency Fost Payroll
Calculatian ™ Preconfrm Audit H e c Enimﬂ:ﬂﬁ:u » Fn:?erjuena’lcje aml" Procass
v HEC
Processing "";t‘:;;ﬂ ﬂ":"'
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@ Confirm Pay Overview
/

The Pay Confirmation process finalizes payroll, and once the process runs, no further changes can be made to payroll. Pay
Confirmation will execute in batch and must be run for all on-cycle and off-cycle payrolls.

During pay confirmation:

» Direct deposit banking information is read, and check and advice numbers are assigned.

« Balances are updated. These balances include:

Paycheck Summary
Earnings
Deductions

Taxes
Garnishments

» All paysheets with ‘OK to Pay’ unchecked are removed.
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y Preconfirm Audit Processing
V4

SPO will be responsible for Preconfirm Audit Processing which consists of running, reviewing, and correcting errors appearing
on the Preconfirm Audit Report. This report checks for potential duplicate keys, no active job record found, prior
unconfirmed payroll runs, and outstanding off-cycle checks.

SPO will work to resolve the errors identified on the report and in the payroll error messages. All payroll error messages must
be corrected prior to running the Pay Confirm process. The Preconfirm Audit Report may be run multiple times to assure
that all messages have been resolved with the Final Payroll Calculation. SPO will contact the agency when assistance is
required for resolution of errors identified on Pre-Confirm Audit Report

As needed, SPO will have the authority to act on behalf of Payroll Administrators when unable to reach the agency for
resolution of errors.

After SPO resolves errors identified by the Preconfirm Audit Report, the Pay Confirmation process will be run. Pay
Confirmation is required for both on-cycle and off-cycle payrolls.
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}) Certification Process
J

In Cardinal, the certification will not be entered in the system, and a tracking mechanism outside of Cardinal is required. The
certification process is being determined and will be communicated from SPO once finalized.
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer
below.

4 )

1. True or False. The Preconfirm Audit Report may be run multiple times to assure that all
messages have been resolved with the Final Payroll Calculation.

Y4
AN

2. True or False. The certification process, once determined, will be communicated by SPO to all
agencies.
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}) Lesson Summary
/

‘ Process Payroll — Confirm Pay

In this lesson, you learned

« Overview of Confirm Pay Process
* Pre-confirm Audit Processing

« Pay Confirmation Process
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f Lesson
y4
‘ Understand Off-Cycle Processing

This lesson covers the following topics:

* Understanding Off-Cycle Processing

* Review Off-Cycle Paychecks
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p Off-Cycle Processing Overview
/

Off-cycle payroll processing refers to payroll processed outside of the regular, on-cycle payroll schedule via a separate off-
cycle pay calendar (i.e., a stand-alone off-cycle pay calendar).

The following transactions will be considered an off-cycle transaction in Cardinal:

« Pay that was missed from a previous on-cycle.
» Special pays that are intentionally paid outside of normal on-cycle processing (e.g., a bonus).

For each pay frequency (biweekly, semi-monthly and monthly), there will be one scheduled Off-Cycle payroll processing
within a few days after the corresponding On-Cycle process.

SPO will create off-cycle pay calendars on an ad hoc basis for special payrolls. Agencies needing to make scheduled off-
cycle payments will need to work with SPO.

Note: See the Payroll Calendar for information regarding timelines.

See the CAPP Manual for guidance as to when off-cycle processing should be used.

\



@ Off-Cycle Processing Responsibilities
/

Agencies needing to make off-cycle payments will need to work with SPO. Payroll Administrators will complete an Off-Cycle
Payment form to request the off-cycle payment, which must be signed by the agency Fiscal Officer or his/her delegate. The
form must be submitted to SPO by the off-cycle deadline.

SPO will create a paysheet for the Employee listed on the form and enter additional data, if requested.
Agencies will enter transactions into SPOT and ensure approval.

Agencies will validate T&L transactions that are entered and approved.

SPO will load SPOT transactions and time from Time and Labor.

SPO will calculate the off-cycle payroll.

Agencies can review the off-cycle checks using standard payroll reports and the Review Paycheck page.

N o gk~ WD

SPO will confirm the off-cycle payroll.

Payroll Administrators will assist with essential payments, or payments made after scheduled off-cycle processing, by utilizing
the Cardinal Expense module. When a payment is made through the expense module, agencies will need to perform
additional steps to record the transaction in Cardinal Payroll. Adjustments that are required in Cardinal to reflect this payment
will be done via the payment method established in Cardinal.
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#/ Review Off-Cycle Paychecks
/

employee paychecks including earnings,

deductlons and taxes on Separate tabs | Paycheck Earnings ‘ Paycheck Taxes Paycheck Deductions
. . Empl ID Name

TO review a pa.yCheCk, na.V|gate tO the Company BCC Pay Group SM1 Pay Pericd End  01/09%2020 Page 1 Line 2 Separate Check
Review Paycheck page using the following Paycheck Information Paycheck Totals
path: _ .

Paycheck Status  Calculated Paycheck Option Check Earnings 208333

Issue Date 01/16/2020 Paycheck Number Taxes 506.04

NaVigatOI’ > Paer” for North America > v Off Cycle Reprint Adjustment Corrected Cashed Deductions 0.00
Payroll Processing USA> Produce Payroll Net Pay 157729

> Review Paycheck

.= Earnings Q Tof3 » ¥ Ll Wiew All
Begin Date  01/05/2020 End Date 01/09/2020 Addl Line Nbr Reaszon Mot Specified
Empl Record 0 Benefit Record 0 Additional Data
Salaried Hourly Owvertime
Hours 16.00 Hours 0.00 Hours 0.00
Rate 45076923 Rate 0.000000 Rate 0.000000
Earnings 694.45 Earnings 0.00 Earnings 0.00
Rate Code Rate Code

Rate Used Hourly Rate Shift Mot Applicable Shift Rate

State wa Locality
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

1.

True or False. The Off-Cycle Request form is needed for payments made to an employee outside of
regular on-cycle processing.

~
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}) Lesson Summary
/

‘ Understand Off-Cycle Processing

In this lesson, you learned

* Understanding Off-Cycle Processing

* Review Off-Cycle Paychecks
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} Lesson
y4
” Post Payroll Process

This lesson covers the following topics:

» Post Payroll Process Overview
* Process Pay Period Tax Payments

* Process Pay Period Non-Tax Payments
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};} Post Payroll Process Overview
/

The Post Payroll business process involves activities performed by SPO and the agencies, once the payroll has been

confirmed. The agencies will review the same payroll reports used during the payroll processes for validation that all
transactions processed as intended.

SPO will also perform a review to identify any exceptions, reaching out to the agencies as necessary. In addition to this, the
following processes must be performed:

* Process Pay Period Tax Payments
* Process Pay Period Non-Tax Payments

These processes should be completed after each on-cycle and off-cycle pay confirmation.

Post-payroll
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}) Process Pay Period Tax Payments Flow Process
/

Start

211
SPD Genemtes

and Reviews Tax
Depost Summary

812

.| Agency Generates

and Reviews Tax
Remitiance Repor

¥

813
Tax Exdract
Executes

914
Apgency Processes
Supplier Paymenis

11.0
Payrall Cosling

Y

9.1.5
SPO and Ling
Agencies Remit
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l

918
PO ang
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}) Process Pay Period Tax Payments
/

SPO and Agencies have pay period tax payments responsibilities. Payments must be processed and submitted timely and

accurately.

SPO Tasks

Agency Tasks

Remit payments and reporting for Federal taxes, as well as
taxes for the states of Virginia, West Virginia, Maryland and
Maryland Localities District of Columbia (DC) and Kentucky
(KY).

Remit payments and reporting for taxes in states other than
Virginia, West Virginia, Maryland and Maryland localities,
District of Columbia (DC) and Kentucky (KY).

Responsible for periodic reports and W2s that are due to all
states (including MD, WV, DC and KY)

Review the Tax Deposit Summary which ties back to the
Federal Automated Deposit (FAD) Extract submitted to Truist
for tax payments for Federal DC, MD, KY and WV. Work with
PPS to run the extracts.

An Interagency journal entry will be made for the VA taxes.

Run and Review the Tax Remittance Report for tax payments
due by the agency. Coordinate with their AP department to
create and submit the payments.

Work with Truist or Tax authority, related to Federal or state
taxes (VA, MD, DC, WV, and KY), if there are payment
discrepancies. Reach out to agencies as needed.

Work with the other state or local tax authority if there are
payment discrepancies.
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/p/ Tax Remittance Report

The Tax Remittance Report will provide the Payroll Administrator with information regarding the amount and other details to
be paid to state and localities manually via AP. Navigate to this report using the path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Tax Remittance
Report

Commonwealth of ¥irginia

——l
A0 FCH RO ThX REMITTAMCE REPORT Run Date: 01/11/2021
Beport ID: REY1T4 Bun Time: 03:51 00

Page Ha. 20 of 28
Company:
Pay Bun ID: SISM1D3Z4

Fram Check:

To Check:

State:

Locality:

Ezplid Empl Red Hame Company Stats Localiky Check Date Local Tax Etate Tax
0 RCE WV 13/31/2020 3600

State Total (WV) dE .00

Company Total 3%98.01
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}) Process Pay Period Non-Tax Payments
7/

SPO and Agencies have pay period non-tax payments responsibilities. Payments must be processed and submitted timely

and accurately.

SPO Tasks

Agency Tasks

Remit payment for VA DSS child support via an EFT file.
Receive garnishment checks and distribute to agencies.

Receive garnishment checks and distribute payments along
with appropriate documentation to the garnishment vendor,
that includes other state child support payments.

Remit payments to:

* Benefit vendors (e.g. TIAA, ICMA-RC, Securian, FBMC).
« Centrally for CVC, VGEA, CWA and AFSCME.
Coordinate with PPS to run extracts that include detail
payment information to the benefit vendors.

Remit payments for miscellaneous payments for the following
deductions with the appropriate documentation:

Agency Parking, Agency Miscellaneous, Association 1 & 2,
Foundation 1 & 2, Local Retirement Contribution, Other
Insurance and Pretax Transportation.

Review Vendor Payment Extract Reports. Reach out to
agencies as needed. Payments may be processed as AP
payments or GL journal entries.

Run and review the COVA Deduction Register Report for
non-tax payments due by the agency. Coordinate with their
AP department to create and submit the payments.

Work with Benefit and Centrally paid vendors, if there are
payment discrepancies. Reach out to agencies as needed.

Work with the miscellaneous vendors if there are payment
discrepancies.
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#/ Deduction Vendor Remittance Report
/

This custom report will be used by State Payroll Operations (SPO) and agency payroll processors to reconcile Payroll
deductions to the vendor payments. This custom report will be used to identify employee detail for vendor payments. The
results can be sent with payment to the vendor. Navigate to this report using the path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > Deduction Vendor

Remittance Report

Report ID: AEFYIS0

Commonwealth of Virginia

CECOCTION VENDOR REMITIRNCE

Fun Date=: 0171172021
Hun Time: 03:56 00

Pay Check Date From: 010172020 To: 04730,/2020
Vendor ID: 00013B206& UNITED WAY OF HAMBTON
Detail

Compamy Total

Vendor Total

Deduction/Ban=fit Cod= Totals
[y

WEH
WEH
WEH
WEH
WEH

CWC
CVC
CvC
CWC
cvC

PI000330
PI000390
PI0I0390
PO000330
PI020390

Led B2 B2 B R
[ =D T I = = |

=
=
in

a0
.o
i)
a0
-an

Page Ho. 143 of 152

moommmm
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V4

The COVA Deduction Register report lists the amount of money deducted from each employee's paycheck for general
deductions, garnishments, and benefits, including taxes, as of the end of a pay period. This report provides the amount and
other details to be paid to vendors via AP. Navigate to this report using the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Deduction Register

» COVA Deduction Register

E«-—g‘._L
A R L

Report ID: RPY146

Commonwealth of Virginia

COVA DEDUCTION REGISTER

Bun Date: 08/24/2021
Bun Time: 01:13 00

Company ABC Alcoholic Bewsrages Control

Pay Pericd End 0472472020

Fay Group 5L2 Semimonthly Lawld4 (FRITHU14}

Deduction AS50C2 Association 2

Type General Deduction
Ben Current

Employee ID HName Red Amount
EEE] 11.75
559 11.75
559 11.75
559 11.75
459 11.75
459 11.75
459 11.75
EEE] 11.75
559 11.75
559 11.75
559 11.75
459 11.75
559 11.75

Deduction Total 152.75

Refund
Amount

0.00

on/0ff Cycle CONFIRMED

Amt. From Amount Reason
Arrears Not Taken Not Taken
.00 0.0

Manth
Te-Date

23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50
23.50

305.350

Page No. 1 of 1é
Quarter Year
To-Date To-Date

35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
35.25 105.75
458.25 1,374.75

Goal
Amount
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}) Lesson Summary
/

” Post Payroll Process

In this lesson, you learned

» Post Payroll Process Overview
* Process Pay Period Tax Payments

* Process Pay Period Non-Tax Payments
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f Lesson
y4
» Payroll Costing Process

This lesson covers the following topics:

« General Ledger Integration

« Accounts Payable Integration
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//;/ Payroll Costing

The Payroll Costing business process involves the recording of payroll activity to the General Ledger (GL) and processing of
payroll-related payments in Accounts Payable (AP).

The Payroll Costing business process includes the following two sub-processes:
* General Ledger Integration

» Accounts Payable Integration
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/,) Accounting Distribution Hierarchy
/

The default hierarchy for payroll accounting distribution is the
Timesheet, followed by the Position Default, and then
Department Default.

ChartFields entered on timesheets are used for agencies who want
to record time to specific ChartField strings to be used during the
payroll accounting distribution process.

For employees who do not record time to specific ChartFields on
their timesheet, the system uses the default funding forthat  /fr==--------mmmomo -
employee’s position.

If the default funding is not found for their position, the system looks
for the default funding for their department.

An agency-level suspense default funding string will be defined for /oo oomooo
each agency.

Timesheet
(Optional)

Position Default
(Recommended)

—  This string will be invoked when position and department default
funding is not defined, timesheet ChartFields are not entered
and/or Chart of Accounts (COA) values or combinations are
invalid.

Position, department, and suspense default funding are set up by
fiscal year and will be rolled over at fiscal year end.

Department Default
(Required)

Note: To view default funding information, run the
V_HR POSN_DEFLT_EMPL_DATA query.
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@ General Ledger Integration
/

Custom allocation processes to distribute payroll costs (earnings, employer taxes and deductions) will run after the payroll
confirmation and timesheets are closed. ChartField combinations will be validated to prevent errors from occurring when the
journals are created and posted. Invalid combinations will be updated with a suspense ChartField String that has been
established for each agency.

Payroll costs that have posted to the suspense ChartField String must be reviewed and the invalid ChartField String must be
corrected in Cardinal. Below are some examples of updates that may need to be made:

« Update Department or Position defaults on the Department Budget Table
« Update Additional Pay if using a separate distribution

« Update Timesheet entries for future payrolls

* Update SpeedTypes in Finance and they will sync to HCM

Note: Journal entries are required to clear the suspense accounts.

Two key reports that can be used for this review are:
« ChartField Validation Error Report
« COVA Dtl Payroll Expenditures

Note: For more information and examples related to ChartField distribution and allocation see the job aid titled PY381 Quick
Reference Guide located on the Cardinal Website in Job Aids under Learning.
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/;/ ChartField Validation Error Report
/

ChartField Validation Error Report - lists employees whose payroll expenditures were posted to GL using the Company
Default Expenditure ChartField String.

To navigate to the ChartField Validation Error Report, use the following path:

Navigator > Payroll for North America > Payroll Distribution > GL_Interface Reports > ChartField Validation Error
Report

] Commoowealth of Virginoia
A1
BN R AL CHARTFIELD VALIDATION ERROR HEPOAT Fun Date: 01/11/2021
Rzport ID: RPY£10 Fun Tim=: 04£:10 0O
Page No. 1 of 1
EBuginesp Toit :  15100-Department of Accounts
Fun ID: ETEML0403

tvév NO CHARTFIELD VALIDATICN ERRORE FOUND #ve
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g/ General Ledger Integration

COVA Dtl Payroll Expenditures - lists employee-level payroll expenditure detail by company for a pay period. Default output
will be by ChartField String.

To navigate to the COVA Dtl Payroll Expenditures, use the following path:

Navigator > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Dtl Payroll
Expenditures

Commonwsalth of Virginda
LTS DEFARTHENT OF ACCOUNTS  DETAIL PATROLL EXFENDITUREE Fun Data: 0171172021
Raport ID: REY2IAT Eun Tima: 04:16 OO
Fay Run ID: STSM10L0S Fage No. 1165 of 1185
Pay End Ot: a1rf03/z020
Compamy : WWR
Employce 10 Employsc Name ERRN ERRNINGS RET CROT HYERID LT DISAE DO/ AN TOTAL BUSINESS FOND FROGERAM EARNINGS EROJECT TASK
CODE COSTS  UNIT RCCOUNT
RETIREMENT EoC aBC GREINES HEALTH COST CHTR RAENCY USEL DEPARTMENT ROENCY TSEZ FIPS neceT
Ras 187500 o_aa o.oo a.oo o_oa z0300 azzo3 asaool 5011230
o_aa Taa.1a a.oco -1} 144.12 soodio EEELT
mas 22s0. 00 o_oo o.oo a.oo -1} zo3ao ozzo3 asaool Epilzao
o_oo 173.18 a.oo -1} 173.15 soodio EEELT
Raes 2500.an o_oa o.oo a.oo [T} Z0300 o0zz03 asaool ED1123D
o.0a 19z 4B a.oo T 15Z.4E 900010 EEELT]
Ras 1a7s.4a0 o.ga o.oe a.oco -1} zo0300 0zz03 asaool so1123o
o_oo Taa.1a a.oco -1} 144.12 soodio EEELT
mas 1875 0o o_ao o.oo a.oco -1} FLET ozzo3 asaool ELEREED
o.oa 14a.14 a.oo -1} 144.14 00010 EEEL--]
RaE 250000 o.0a o.oo a.oo [T Z0300 0zz03 asgool ED11230
o_aa 192 4B a.oco [T} 15Z.4B 900010 93355
mas zoez .33 o_ao o.oo a.oco -1} zo3ao ozzo3 asaool ELEREED
o_oo 150.26 a.oo -1} 1E0.26 So0dio EEELT
mas 27oE.33 o_ao o.oo a.oco -1} FLET ozzo3 asaool Epilzao
o.oa 20B.ED a.oo T 2pE.60 S00010 EEET-T-]
CEPARTMENT 29559 TOTALS: Z0959.9% o.oa o.oo a.oco -1} 16165.33
o_oa 1616.33 a.oco -1}
PA¥GROUS 2ML TOTALI: 71297215 540075 13p05.73 1295.77 2200.040 ZASEDZ .54
5047003 51483 .E4 E047 .01 115898 .50
COMERITY WWR TOTALS: T1S54TZ.15 S4D0.78 13005.73 1298.77 za00.00 ZASSE5.12
So0470._03 S1ET5.32 E047 .01 115898 .50
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/;/ Accounts Payable Integration
/

The payroll deductions and taxes are posted to liability accounts when payroll activity posts to the General Ledger after the
Payroll Confirmation has completed.

Payments to HCM suppliers for tax and non-tax payments will now be processed through AP by the line agency. Payroll will
need to coordinate with their Accounts Payable department to process Vouchers for payments to be submitted timely.

« Agencies will review the appropriate reports for any payments due by the agency.
« The required documentation, to include the appropriate report, will be submitted to Accounts Payable.

* Any payments should be communicated to agency users with the HCM Voucher Processor role. They will enter vouchers
in AP to generate checks to suppliers.

« The voucher will be entered to generate the checks. These checks should be returned to the Payroll office to submit
payments with the appropriate documentation.

« If payment issues are found, agencies will work with the suppliers for which they are responsible to resolve the issue.

« The Payroll Administrator will reconcile the liability accounts used for these payments to ensure the accounts are cleared
out each pay period.
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

~

Y4

1. The default hierarchy for payroll accounting distribution is:
a. Timesheet, followed by the Position Default, and then Department Default
b. Department Default followed by the Position Default then the Timesheet
c. Position Default followed by the Timesheet and then the Department Default
2. True or False. Payroll Administrators will need to reconcile liability accounts for payments that were

processed through Accounts Payable.

J
~N
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}j Lesson Summary
/

» Payroll Costing Process

In this lesson, you learned

« General Ledger Integration

« Accounts Payable Integration
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} Lesson
y4
» Periodic Regulatory Reporting

This lesson covers the following topics:

» Periodic Regulatory Reporting Overview
« Audit and Adjust Employee Balances
* Prepare and File Regulatory Reports

» Calendar Year End
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/;/ Periodic Regulatory Reporting Overview
/

SPO bears the ultimate responsibility for timely regulatory reporting as related to Federal and Virginia taxes. To do this, SPO
analysts rely upon agency input by way of periodic certifications and, as necessary, balance adjustment requests.

Agencies are responsible for:

* Maintaining timely regulatory reporting for state and local tax jurisdictions not in Virginia.

« Auditing their payroll totals regularly with periodic certification required on a quarterly and annual basis. Quarterly and
annual certifications must be submitted to SPO. Pay period reviews are retained by the agency for audit purposes in
accordance with Commonwealth of Virginia record retention policies.

The Periodic Regulatory Reporting business process has three sub-processes:

« Audit and Adjust Employee Balances
» Prepare and File Regulatory Reports
« Calendar Year End

DOA issues a Payroll Operations Calendar, on a semi-annual basis, outlining Quarterly Certification due dates. Agencies
must adhere to these deadlines to allow for proper reporting to federal and state agencies. Failure to do so may result in the
agency being reported in the Comptroller's Quarterly Report, and/or IRS penalties and fines associated with reporting
incorrect information.
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/;/ Audit and Adjust Employee Balances
/7

Start

1211
Agency Generates
and Reviews
Employee Balance
Reports

Balance

- - No > End )
iscrepancies?
Yes
1212
Agency
Contacts
SPO to Enter
Adjustment
1214
1213 Agency Generates
—» SPOEnters [——» and Reviews
Adjustment Balance
Adjustment Report
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@ Audit and Adjust Reporting Overview
/

Cardinal Payroll maintains many balances for each employee, including:

« Earnings
 Deductions
« Taxes

With each balance type, Cardinal retains month-to-date (MTD), quarter-to-date (QTD), and year-to-date (YTD) amounts for
each employee. Payroll Administrators are responsible for maintaining accurate employee balances and resolving errors
identified. Corrections to employee balances can be made in one of three (3) ways:

» Entered through the Single Use Payroll Online Tool (SPOT)

« Request SPO to enter the correct transactions directly to an employee’s paysheet

« SPO will make corrections directly to each balance record that requires adjustment (this method is an absolute last resort,
and only if a correction cannot be made through the regular payroll process)

The first two are preferred methods which allow the Cardinal Payroll confirmation process to update all appropriate balances.
All tax adjustments will be submitted to SPO to enter.
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7 Audit and Adjust Reporting Reports
/

Payroll Administrators will generate and review the Quarter Tax Balances Audit Report on a pay-period basis. This report
compares the recorded quarter-to-date balances with expected balance from all pay periods in the quarter. The report may
also reveal that an error exists in a non-tax balance (e.g., earnings, deductions, special accumulators). Payroll Administrators
will research and resolve any errors identified in coordination with SPO.

The following reports should be reconciled to assist with research errors on the Quarter Tax Balances Audit Report:

«  COVA Payroll Summary Report: displays earnings, deductions, taxes, and net pay at the company-level by Run ID and
company. This report is used for all balancing and reconciliation purposes. All other payroll reports generated in Cardinal
must tie to the amounts reflected on this report.

« Annual Reporting Error Listing: W-2 management report and is used to flag errors that will impact forms at year end.
This report verifies data found on tax balance tables, personal information records, and the company table.
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/ Quarter Tax Balances Audit Report

The Quarter Tax Balances Audit
Report compares the recorded quarter-

to-date balances with the expected O —— T mm——— o o 1,020
balance derived from adding the current I prge o, & of 5

Balance for Year: 2020

amounts from all pay periods in the quarter: 1 paphine

Commonwealth of Virginia

Employee ID Hame Dept. ID 5t  Lecality Work  Res  Tax Class Balance Type Detail Sum Record Qtd Difference
quarter 27200 su OASDI/EE  Me-Limit Taxable Gross 517,409.98 $1,000.00 516,409.98
5U Taxable Gross §17,409.98 $1,000.00 $16,400.98
iU Tax 51,079.42 51,100.00 520
5U Wo-Limit Taxable Gross §$17,409.%8 $1,000.00 $le, 409
TO na.V'gate to the QU arter TaX 5U Taxable Gross $17,409.98 51,000.00 516,409
i) Tax $1,079.42 £1,100.00 §20
Bal an CeS Au d It Re 0 rt use the 5u Nc-I_.‘_m‘_: Taxable Gross $17,409.%8 $1,000.00 5$16,409.58
p i) Taxable Grosa %17,409.98 £1,000.00 516,400.98
- 5U MED/EE Tax $252.44 $1,100.00 $B47.56-
fO”OWIng path su Withholdng NeeLimit Taxable Gross 50.00 51,000.00 51,000.00-
i) Withholdng Taxable Grosa %16,296.86 £1,000.00 515,206.86
5U Withholdng Tax $2,048.09 $1,100.00 £948.00
5U Med /ER Ho=Limit Taxable Gross $17,409_%8 51, 000.00 $le, 409
Navigator > Payro” for North America 5U Med/ER Taxable Gross $17,409.98 $1,000.00 516,409
iU Med/ER Tax $252_44 $1,100.00 5B47.56-
> U S Qu arterl Process I n > VA Withholdng Wo=Limit Taxable Groza £0.00 §1,000.00 $1,000.00=
. . y g TR Withholdng Taxable Gross 516,296.86 £1,000.00 515,296.86
TR Withholdng Tax £797.75 £1,100.00 $302.25=
QU arterly Reports > COVA TaX VA Unempl ER Ho=Limit Taxable Gross £17,231.78 §1,000.00 £16,231.78
. VA Unempl ER  Taxable Gross 58,000.00 51, 000.00 §7,000.
Balance Aud|t A Tax $0.00 $1,100.00 §1,100.
95200 5U No-Limit Taxable Gross 517,B76.94 $1,000.00 516,876 94
i) Taxable Grosa 317,876.94 £1,000.00 516,876,594
5U Tax $1,108.37 $1,100.00 $8.3
5U Ho=Limit Taxable Gross 517,876.84 $1,000.00 316, B76. 94
5U Taxable Gross $17,B76.94 $1,000.00 $16,876.94
iU ; Tax 51,108.37 51,100.00 $8.3
su MED/EE Mo=Limit Taxable Grosza $17,876.84 $1,000.00 $LE,B76.
5U MED/EE Taxable Gross $17,B76.94 $1,000.00 $l6,B76.
su MED/EE Tax $259.22 51,100.00 $B40.
5U Withholdng MWo-Limit Taxable Grozs $0.00 §1,000.00 §1,000.
U Withholdng Taxable Gross 313,928.88 §1,000.00 512,928
i) Withholdng Tax $1,758.42 £1,100.00 858,
5u Med/ER Ho=Limit Taxable Gross $17,876.94 $1,000.00 516,876,
i) Mad//ER Taxable Grosa 317,876.94 £1,000.00 L16,876.
5U Med/ER Tax $259.22 $1,100.00 $B40.
VA withholdng We=Limit Taxable Gross $0.00 51,000.00 §1,000.
TA Withholdng Taxable Gross $13,928.8 §1,000.00 $12,928
VA Withholdng Tax $870.22 $1,100.00 §229.
VA Unempl ER Me=Limit Taxable Grosg 517,674.98 §1,000.00 516,874,
TR Unempl ER  Taxable Gross £8,000.00 £1,000.00 §7,000.
VA Unempl ER Tax £0.00 $1,100.00 §1,100.
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V4

This COVA Payroll Summary Report
displays paycheck details including amounts,
earnings, employee deductions, employer
contributions, employee and employer taxes
by Pay Run ID by Company.

To navigate to the COVA Payroll Summary
Report, use the following path:

Navigator > Payroll for North America >
Payroll Processing USA > Pay Period
Reports > COVA Payroll Summary Report

» COVA Payroll Summary Report

—
[ ] TN

Report ID: REY13&

Commonwealth of Virginia

US PAYROLL SUMMARY REPORT

Run Date: 07/29/2021
Fun Time: 10:21 00

Company: CJ3
Fay Period End:
Run ID: TR10410

Fay Check Summary
All Checks {Including On-line)

Count Total Gross

On-line Checks

Count Total Gross

1] a.

Batch Final Checks

Count Total Gross

1] a.

on-line Final Checks

Count Total Gross

o 0.

Pay Earnings Summary

Regqular
Count Earnings

On/Off Cycle

Total Deductions Net Pay

3532.08 19662,45

Total Deductions Net Pay

0.00 0.00

Total Deductions Net Pay

0.00 0.00

Total Deductions Net Pay

0.00 0.00

Earnings For

Regular Fegular Overtime

Hours Houra

Page No. 1 cof 7

Earnings Feor
Overtime
Hours
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/;/ Annual Reporting Error Listing Report
/

The Annual Reporting Error Listing Report is a W-2 management report of sorts and is used to flag errors that will impact
forms at year end. Payroll Administrators should reconcile the Annual Reporting Error Listing Report on a quarterly basis,
as it is a tool used for research of errors on the Quarter Tax Balances Audit Report. The report verifies:

« Data found in Cardinal Payroll tax balances tables

« Personal information records

« Company table (it does not verify data in the year-end records)

To navigate to the Annual Reporting Error Listing Report use the following path:

Navigator > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > COVA Error Listing

'il;iéééég?!E{ Commonwaalth of Virginia
=L
€ R P L ANNUAL REPORTING ERRCE LISTING Bun Date: 07/20/2021

Faport ID: VEYRO2E61 Fun Time: 03:37 00

Company BBC Alccholic Eewerage Control Page Nao. 1 of 215
Tax Year 20149

PED
Employee ID Employee Hame EEN St Locality Work Ees Tax ¥YTO Gross ¥TD Tax Messgage

s D 137.30 0.02 OASDI Calc Tax <> Tax Balance
U D 21,317.4az2 1,325_62 OARSDI Calc Tax <> Tax EBalance
Invalid 55H
Invalid SEH

Invalid sS&EH

Invalid s=m 226




#/ Balance Adjustment Report
/

Once SPO has completed the necessary balance adjustments, the Payroll Administrator should generate and review the
Balance Adjustment Report which lists all employees for whom adjustments to their month-to-date (MTD), quarter-to-date
(QTD), and year-to-date (YTD) balances were made directly to the balance tables.

The details include amounts relating to checks, earnings and special accumulators, deductions, garnishments, taxes, and

arrears.

Note: Given the complexity and impact of balance adjustments, it is important the agency reviews what was entered by SPO
for accuracy and completion. If the agency identifies any additional balance adjustments needed, it is the agency’s
responsibility to communicate these changes to SPO.
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» COVA Balance Adjustment Report
/

The COVA Balance Adjustment Report lists all employees for whom adjustments to their month-to-date (MTD), quarter-to-
date (QTD), and year-to-date (YTD) balances were made directly to the balance tables. The details include amounts relating
to checks, earnings and special accumulators, deductions, garnishments, taxes, and arrears.

To navigate to the balance adjustment report, use the following path:

Navigator > Payroll for North America > Periodic Payroll Events USA > Balance Adjustments > COVA Balance
Adjustment Report

Commonwealth of Virginia

cAaRDIrNAL COVA BALANCE ADJUSTMENT AUDIT Run Date: 07/28/2021
Report ID: VPYR0452 Run Time: 10:05 00
Company CJS Dept of Criminal Justice Swvcs Page No. 1 of 7

For the period 03/25/2021 through 03/25/2021

Check YTD Balance Adjustments
Balance ID:

EmplID/ 2dj Date Balance Qtr Month Field Before Adjustment After
Reason Seq Adjusted Year Code Code Hame Adjustment Amount Adjustment

Ho Check Adjustments Found for CJS
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Agency Reviews and
Reconciles Quariery

1221

Tax Reports

Certiication to

1222

Agency
Submits

SPOD

#/ Prepare and File Regulatory Reports
/

Yes

941 Reporting?

Yes

y

1224
SPO Generates 941
Extract

No—3

Yes

1225
SPO Generates and
Submits New Hire
Report to Virginia
Employment
Commission (VEC)

Yes

1226
SPO Generates and
Submits MWS Report
to Bureau of Labor
Statistics (BLS)

SUI Reporting?

Yes

'

1227
SP0O Generates and
Submits Quartery
State Unemployment
Insurance (SUI)
Report o VEC

Yes

1228
SPO Generates and
Submits Annual
Survey of Payroll by
Employment to US
Census Bureau

123
Calendar Year
End

Yes

Calendar
Year End?
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,/ Prepare and File Regulatory Reports
/

Payroll Administrators can generate and run the necessary reports for preparing most periodic regulatory reports, as well as
guarterly reports for taxing authorities.

These reports will be used in conjunction with pay period reports produced within that quarter to prepare and submit all
regulatory reports to state and local taxing jurisdictions outside of Virginia.

Payroll Administrators will verify the accuracy of the regulatory reports. Fiscal Officers (or their proxy) are required to
certify (sign/send) the required documentation for any corrections that need to be made.
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f) Regulatory Payroll Reports
/

Some of the reports used for quarterly reconciliation are listed here. These reports should be reviewed periodically
throughout the quarter, making adjustments, as needed, within the quarter.

Report Name Navigation Report Description
Quarterly Tax Balances Audit Navigator > Payroll for North Produces a report that compares the employee
TAXO015 (VRPY0227) America > U.S. Quarterly QTD tax balance with the sum of Tax Detail
Processing > Quarterly Reports records from each payroll run for each tax class
> COVA Tax Balance Audit and tax jurisdiction, making it possible to verify
that system computations are correct for these
balances.
Quarterly Federal Tax Payroll for North America > U.S. | Report listing Quarter-to-Date (QTD) taxable
Summary TAX007 Quarterly Processing > Quarterly | gross and taxes for Federal withholding, FICA
(VRPY0242) - employee level | Reports > COVA Federal Tax and FUTA. Report lists employees, by SSN,
detail Summary within company.
Quarterly State Tax Summary | Payroll for North America > U.S. | Report listing Quarter-to-Date (QTD) taxable
TAX008 (VRPY0243) - Quarterly Processing > Quarterly | gross and taxes for State withholding, State
employee level detail Reports > COVA State Tax Unemployment Insurance (SUI) and State
Summary Disability (SDI). Report lists employees, by SSN,

within company.

Annual Reporting Error Listing | Payroll for North America > U.S. | Lists employees who have negative tax balances

TAX900 Annual Processing > Audit and or reportable wage amounts that would cause
Error Reports > COVA Error overflow in fields when the system writes W-2
Listing data to magnetic media. It also checks for other

error conditions. 231




122

Prepare and
File Reguatory
Reports

/p/ Calendar Year End

L 4

Discrepancies’,

1231 1234
1232 1233
L”;dp;";ggﬂ' .| SPO RunsYear . | SPO Reviews Year - Amﬁmmm
Healthcare End ﬁgmrﬂ LaBc End Tm: Emo Year End Reporls
Amounts rocess o ta Periodic Reports
Mo
12.3.9
1238 SPO Reconciles
SPO Runs Federal, Federal, State, and Balance
State, and Local W-2 Local W-2 Fike Discrepancies?
File Audiis Audts to Perodic
Feporis
Mo
12312 12.3.14
123.10 12311 12313
SPO Runs W-2 .| Agency Generates N gu"t?“%“;é’*"i :,:,“_’2 SPO Closes Pay R ”mﬁu'f;“m"ﬁ
Prirt File and Sends and Submits Out-of- SN S Calendar for Year > I3
o Treasury State W-2 Files Fie to SSA and VA Just Ended Compensation
Depl of Taxation Report

Y es—

1235
SPO Enters
Balance

Adustments

1)

B

12.3.16
| Agency Reviews

and Ressts Exempl
VA4 Tax Data
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p/ Calendar Year End — Reports
/

SPO will coordinate with the Cardinal Post Production Support (PPS) team to apply the tax update for year-end processing
and tax filing. At the end of each calendar year, SPO prepares the W-2 output file to be sent to Department of Treasury.

Payroll Administrators will generate and review the following reports to reconcile the data with pay period and quarterly
reports that were produced throughout the calendar year. Ifit is determined that an employee’s balance must be adjusted,
the agencies must enter adjustment transactions in SPOT, or communicate these changes to SPO.

Annual Reporting Error Listing: a W-2 management report that is used to flag errors that will impact forms at year end.
This report verifies data found on tax balance tables, personal information records, and the company table.
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/;/ Year End Certification Process
J

Payroll Administrators will submit to SPO the documentation for their respective agencies after all year-end reports have been

reviewed and reconciled with periodic reports and no balance adjustments are required.

Payroll Administrators will submit supporting year-end documentation to include:

» Agency Fiscal Officer (or their proxy) signature (certification)

» Detall of all valid differences between company Federal Income Tax (FIT) taxable wages and company State Income Tax
(SIT) taxable wages (e.g., non-Virginia state taxable wages are defined differently from FIT taxable wages)

« W-3 Transmittal — report showing the total number of W-2s expected for that agency to be submitted along with the W-2

Copy A

SPO will review each agencies year-end certifications to verify completion and will rerun the Year End Record Load process
and the Year-End Jurisdiction Split process, as well as generate and review the Year-End Record Error Report.

/AZE
GERTIFIED

I
el
’é\\\l” o
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/;/ Calendar Year End
/

Payroll Administrators are responsible for reviewing and resetting exemptions from withholding. Employees can submit the
appropriate withholding form requesting full exemption from their pay at any time during the year. For both the Federal form
W-4 and the Virginia form VA-4, the exemption from withholding is only valid for the calendar year in which the form was
submitted.

The W-4 Exemptions Report (TAX100) lists all employees whose tax data records indicate they are exempt from federal
income tax withholding.

You can navigate to this report using the following path:

Navigator > Payroll for North America > U.S. Annual Processing > Year-End/New Year Preparation > W-4 Exemptions
Report > W-4 Exemptions Report

The V_PY_RESET VA4 EXEMPT query lists all employees whose tax data records indicate they are exempt from Virginia
income tax withholding.

You can navigate to this query using the following path:

Reporting Tools > Query > Query Viewer >V_PY_Reset VA4 Exempt
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}j Lesson Summary
/

» Periodic Regulatory Processing

In this lesson, you learned

Periodic Regulatory Reporting Overview

Audit and Adjust Employee Balances

* Prepare and File Regulatory Reports

Calendar Year End
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/;) Course Summary
/

m Agency Payroll Management

In this course, you learned

The overall payroll process

How to maintain employee payroll data in Cardinal

How to utilize the SPOT tool to process adjustments

The payroll responsibilities and timelines for State Payroll Operations (SPO) and Agency payroll
The payroll processes (create, calculate, and confirm pay)

The off-cycle process

The post payroll processing processes for tax and non-tax payments

How Payroll Costing works for the General Ledger and Accounts Payable integrations

The regulatory reporting processes and the associated agency requirements
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}) Course Evaluation
/

Congratulations! You successfully completed the PY381: Agency Payroll Management course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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)/ Appendix
/

Allowed File Extension

Flow Chart Key
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}j Allowed File Extension
/

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key
supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of
the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be
considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

Step/
Process

i ©

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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